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The  Department  Publications  Review  Committee  has  made  an  intensive 
study  of  the  Department’s  publications.  This  study  has  resulted  in  a 
series  of  specific  recommendations.  I am  requesting  that  these  recom- 
mendations be  placed  in  operation  as  soon  as  practicable. 

The  Committee’s  suggestions  point  the  way  to  better  planning  and 
presentation,  to  greater  economy,  and  to  improved  distribution  and  use 
of  our  publications.  The  suggestions  point  also  to  closer  coordination 
with  the  publications  programs  of  the  Land-Grant  Colleges,  and  recog- 
nize the  role  of  publications  work  of  private  industry  in  the  field  of 
agriculture. 

I express  my  appreciation  to  the  Committee  and  to  all  who  cooperated 
in  its  undertaking.  I am  grateful  to  the  Land-Grant  Colleges  for  their 
active  assistance. 


Washington,  D.  C. 
July  5,  1955 

The  Honorable  Ezra  Taft  Benson, 

Secretary  of  Agriculture. 

Dear  Mr.  Secretary  : 

The  Department  Publications  Review  Committee  which  you  appointed  to  inquire  into  the  publi- 
cations problems  of  the  Department,  submits  the  accompanying  report  for  your  consideration. 

The  Committee  received  the  wholehearted  cooperation  of  the  staff  members  of  the  Department  of 
Agriculture  and  the  Land  Grant  Colleges  of  Agriculture.  We  are  grateful  for  this  cooperation. 
Special  appreciation  is  expressed  for  the  work  of  the  four  subcommittees,  composed  of  staff  mem- 
bers of  the  Department.  These  subcommittees  and  their  membership  are  listed  in  the  Exhibits 
section  of  the  report. 

The  report  presents  recommendations  for  a broad  program  of  improvement  in  practically  all  aspects 
of  the  Department’s  publications  work. 

Respectfully, 


EPARTMENT  PUBLICATIONS  RfiVIEW  COMMITTEE. 


R.  Lyle  Webster,  Office  of  Information. 

Oris  Y.  Wells,  Agricultural  Marketing  Service. 


* Assistant  Secretary,  U.  S.  Department  of  Agriculture, 
1953-54. 
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REPORT  of  the 

Department  Publications 
Review  Committee 


Summary  and  Recommendations 


The  Secretary  of  Agriculture  in  1954  estab- 
lished the  Department  Publications  Review 
Committee  to  study  and  make  recommenda- 
tions on  all  aspects  of  the  publications  program 
of  the  Department  of  Agriculture. 

The  Committee’s  objectives  were: 

1.  To  effect  economies  in  the  publications  pro- 
gram of  the  Department  by  reducing  the 
number  and  size  of  publications  and  putting  a 
larger  proportion  of  publications  on  a sales 
basis. 

2.  To  bring  about  closer  relationships  with  the 
Land-Grant  Colleges  in  the  planning,  pro- 
duction, and  use  of  publications,  and  to 
achieve  better  integration  of  Department 
publications  with  those  of  private  industry. 

3.  To  assure  more  careful  advance  planning  of 
publications. 

4.  To  improve  the  Department’s  public  service 
in  the  area  of  publications. 

The  Committee,  assisted  by  four  subcom- 
mittees, made  an  intensive  review  and  study  of 
the  Department’s  publications  and  publica- 
tions program.  It  considered  the  problems  in- 
volved in  administering  the  publications  pro- 
gram; in  planning,  preparing,  and  distributing 
publications;  and  in  communicating  with  and 
training  personnel  concerned  with  publications. 
It  considered  also  the  opportunities  for  closer 
relationships  with  the  Land-Grant  Colleges  on 
publications  matters  of  mutual  concern,  and 


opportunities  for  integrating  Department  pub- 
lications with  those  of  private  industry.  The 
Committee  also  investigated  special  problems 
relating  to  the  dissemination  of  research  results 
through  publications,  systems  of  publications 
series,  and  related  matters. 

As  a result  of  its  study,  the  Committee  made 
a series  of  recommendations,  which  are  pre- 
sented as  follows  under  appropriate  headings. 
Following  the  recommendations  are  discussions 
of  the  points  and  problems  covered  by  the  rec- 
ommendations. The  recommendations  them- 
selves are  directed  toward  developing  and 
maintaining  a continuing  publications  program 
that  is  economical,  effective,  and  integrated 
within  the  Department  and  with  the  needs  and 
programs  of  agricultural  education  and  of 
industry. 

It  is  recommended: 

Publications  Administration 

1.  That  the  agency  publications  committees 
be  continued. 

2.  That  the  responsibilities  of  the  agency  pub- 
lications committees  be  more  clearly  specified 
to  include  (a)  continuing  review  of  the  publi- 
cations policy  of  the  agency  within  the  general 
USD  A policy  framework,  ( b ) earmarking  of 
priorities  for  agency  publications  shown  by  the 
surveys  recommended  later  to  be  in  greatest 
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public  need  in  relation  to  available  agency  pub- 
lications funds,  (c)  consideration  of  the  needs 
of  broad  USDA  administrative  and  educational 
objectives  when  developing  the  agency  publica- 
tions program,  (d)  consideration  of  publications 
that  may  already  be  available  from  Land-Grant 
College  and  industrial  sources,  (e)  planning 
that  insures  an  even  flow  of  produced  publica- 
tions from  month  to  month  related  to  seasonal 
requirements,  rather  than  a congestion  near 
the  end  of  the  fiscal  year. 

3.  That  the  Office  of  Information  exercise  in- 
creased leadership  in  the  planning  for  prepara- 
tion, production,  and  distribution  of  publica- 
tions, working  in  cooperation  with  the  agency 
publications  committees  and  the  agency  infor- 
mation offices. 

Planning 

4.  That  the  Office  of  Information  compile  at 
regular  intervals  proposals  for  publications  and 
circulate  them  widely  in  the  USDA  and  to  the 
Land-Grant  Colleges  through  the  appropriate 
LTSDA-State  liaison  agencies  to  aid  in  State  pub- 
lications planning  and  to  invite  from  the  States 
suggestions  for  additional  subjects  needed  in  the 
States  that  can  be  produced  nationally. 

5.  That,  for  the  guidance  of  the  agencies, 
analysis  of  the  current  cost  of  the  various  print- 
ing and  processing  methods,  based  on  varying 
quantities,  be  developed  so  that  the  agencies 
may  plan  for  the  processes  most  economical  for 
a certain  size  of  run. 

6.  That  the  Cooperative  Extension  Service, 
in  cooperation  with  the  Office  of  Information, 
explore  the  possibility  of  developing  procedures 
for  a continuous  sampling  of  the  subject  matter 
needs  of  the  public  for  State  and  USDA  popu- 
lar publications,  this  information  to  be  used  in 
planning  publications  needed  (a)  by  each  State, 
if  desired,  (b)  by  the  USDA  for  use  within  vari- 
ous regions  of  the  country,  and  (c)  by  USDA 
for  use  within  the  Nation  as  a whole.  Data 
from  such  surveys,  and  from  information  on 
Land-Grant  College  publications  requirements 
for  Extension  use,  should  constitute  the  nucleus 
of  the  USDA  popular  publications  program. 
Other  subjects  which  research  brings  to  light  or 
which  are  demanded  by  USDA  administrative 
and  educational  needs  would  be  added. 


7.  That  the  Office  of  Information  set  up 
standards  of  content  for  popular  publications 
and  transmit  them  to  agency  publications  com- 
mittees. The  standards  should  set  up  three 
categories  of  publications,  based  on  whether 
the  subject  matter  and  recommendations  of 
practices  would  apply  (a)  uniformly  nation- 
wide, (b)  to  specific  regions  or  areas,  or  (c) 
most  effectively  to  State  agricultural  situations 
and  problems.  The  first  two  categories  would 
be  suitable  for  priority  production  by  the  USDA. 
The  third  would  concern  subjects  best  produced 
in  the  State  Land-Grant  Colleges. 

Preparation 

8.  That  increasing  emphasis  be  placed  on 
brevity,  readability,  and  conciseness,  and  that 
publications,  whether  in  Department  series  or 
not,  meet  standards  of  readability,  layout,  and 
format,  as  determined  by  the  Office  of  Informa- 
tion and  agency  editorial  personnel,  that  will 
insure  their  maximum  effectiveness. 

9.  That  thorough  review  of  publications,  in- 
cluding technical  publications,  by  associates 
of  the  author  be  continued  and  that  all  review- 
ers, the  editor,  and  the  author  strive  to  delete 
extraneous  material  and  to  present  the  essen- 
tials as  briefly  as  possible,  consistent  with  clarity 
and  accuracy. 

10.  That  all  of  the  Department’s  publica- 
tions, including  periodicals,  be  identified  on  the 
cover  or  cover  page  as  publications  of  the  U.  S. 
Department  of  Agriculture,  with  subordinate 
indication  of  the  agency  when  appropriate. 

11.  That,  in  the  development  of  publications 
standards,  consideration  be  given  to  limiting 
the  length  of  publications  printed  in  large  edi- 
tions for  general  use  to  fewer,  more  concisely 
written  pages,  and  to  providing  smaller  editions 
of  the  longer  publications  that  carry  complete 
background  information  for  use  primarily  by 
professional  people  who  need  the  information. 

Distribution 

12.  That  the  policy  of  free  distribution  of 
Department  popular  publications  to  the  public, 
under  restrictions  on  numbers,  be  continued; 
but  that  teachers,  college  students,  and  others 
whose  use  of  the  publications  will  advance  the 
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educational  interests  of  the  public  be  given  as 
favorable  consideration  as  possible. 

13.  That  Congressional  list  distribution  of 
Department  popular  publications  be  continued 
as  a basic  part  of  the  distribution  job. 

14.  That  the  system  of  distributing  Depart- 
ment publications  through  the  Extension  Serv- 
ice be  continued  and  strengthened,  taking  full 
advantage  of  the  liaison  existing  between  the 
Federal  Extension  Service  and  the  State  publi- 
cations distribution  officers. 

15.  That,  as  a general  principle,  all  agencies 
send  notification  copies  of  new  publications  to 
appropriate  field  offices  and  State  Extension 
Service  offices  but  send  bulk  quantities  only  on 
specific  request,  based  on  a realistic  estimate 
of  local  needs  usually  provided  by  the  agency 
concerned.  At  the  same  time,  field  offices 
should  be  informed  what  mailing  lists  were  used 
by  the  Department  in  initial  distribution  in 
order  to  prevent  possible  duplication. 

16.  That  systematic  distribution  of  notifica- 
tion copies  or  notices  about  new  publications 
be  made  to  representatives  of  key  groups  in  the 
intended  audience. 

17.  That  the  practice  be  continued  and  inten- 
sified of  having  informative  synopses  released 
to  press  and  radio  to  encourage  readers  to  pro- 
cure publications  from  the  county  agent,  the 
home  demonstration  agent,  or  the  local  forester, 
and  that  such  releases  not  overlook  farm  and 
home,  trade,  and  educational  journals,  women’s 
magazines,  and  so  on. 

18.  That  distribution,  except  to  libraries,  be 
determined  individually  for  each  bulletin,  tak- 
ing advantage  of  relatively  inexpensive  distri- 
bution from  mailing  lists  rather  than  using  the 
time-consuming,  individual-request  or  individ- 
ual-mailing method. 

19.  That  for  each  individual  publication  in 
series  with  restricted  free  distribution,  a limita- 
tion on  free  distribution  be  recommended  by  the 
agency  concerned  and  determined  by  the  Office 
of  Information  on  the  basis  of  the  most  eco- 
nomical means  of  handling  requests  and  the 
contribution  to  good  public  service  by  the 
Department. 

20.  That  mailing  lists  for  technical  bulletins 
be  set  up  on  a subject-matter  basis,  not  just  for 
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the  entire  series,  and  that  the  lists  be  checked 
thoroughly  and  revised  at  stated  intervals. 

21.  That  free  distribution  of  technical  bulle- 
tins be  made  to  libraries  that  request  individual 
titles  or  all  technical  bulletins  and  to  scientists 
in  a particular  field  all  over  the  world,  if  they 
request  being  on  a mailing  code  for  that  field. 

22.  That  the  Department  ask  the  Joint  Com- 
mittee on  Printing  and  the  Bureau  of  the 
Budget  to  modify  the  required  annual  revision 
of  mailing  lists  to  allow  revisions  at  3-year  inter- 
vals of  lists  on  which  85  percent  or  more  return 
requests  for  continuance  are  received. 

23.  That  the  Office  of  Information  issue  a 
catalog  of  Department  and  agency  mailing  lists 
for  use  of  agency  distribution  officers. 

24.  That  the  Office  of  Information  endeavor 
to  work  out  with  the  Public  Printer  and  the 
Superintendent  of  Documents  an  arrange- 
ment whereby  Land-Grant  Colleges  and  other 
State  agencies  may  purchase  Department  pub- 
lications in  quantity  at  rates  as  close  as  possible 
to  printing  costs  and  in  accordance  with  normal 
commercial  practice,  rather  than  on  the  basis 
of  payment  in  advance  of  delivery. 

25.  That  agencies  make  increased  use  of  brief 
publications,  including  excerpts  from  larger 
publications,  to  answer  commonly  asked  ques- 
tions and  provide  better  service  at  less  cost. 

26.  That  notification  lists  of  processed  pub- 
lications, including  correspondence  aids,  be 
circulated  to  all  Department  agencies. 

27.  That  agencies  encourage  States,  educa- 
tional institutions,  industrial  concerns,  and 
others  to  reproduce  the  processed  and  printed 
information  themselves. 

28.  That  the  Office  of  Information  initiate 
further  study  of  the  advisability  of  obtaining 
authority  whereby  the  agencies  can  provide 
quantities  of  their  processed  materials  at  cost 
and  have  receipts  reimburse  the  agency  appro- 
priations. 

29.  That  all  agencies  have  a designated  per- 
son responsible  for  distribution  of  publications 
and  that  he  be  consulted  when  a new  publica- 
tion is  first  being  planned,  to  help  effect  better 
distribution  and  reduce  the  chance  of  over- 
stocking. 

30.  That  agencies  make  periodic  inventories 
of  publications  on  hand  at  headquarters  and  in 
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field  offices  so  that  surplus  stocks  can  be  redis- 
tributed where  needed  before  they  become 
obsolete  and  so  that  publications  do  not  remain 
in  stock  when  superseding  and  revised  publi- 
cations are  issued. 

31.  That  the  Department  endeavor  to  have 
a clear  understanding  with  the  Government 
Printing  Office  so  that  enough  technical  bulle- 
tins will  continue  to  be  available  during  the 
period  scientists  will  need  them;  and  that,  in 
any  event,  a small  reserve  stock  be  held  by  the 
issuing  agency  to  take  care  of  emergency  needs 
after  the  publication  is  out  of  print. 

Communication  and  Training 

32.  That  the  Office  of  Information,  in  cooper- 
ation with  the  agencies,  prepare  a publications 
handbook  for  authors,  editors,  and  others  in 
the  Department;  that  such  a handbook  set 
forth  standards  for  Department  publications 
and  the  procedures  to  be  used  in  complying 
with  them;  and  that  such  a handbook  be  kept 
up  to  date  on  a continuing  basis,  preferably  in 
loose-leaf  form. 

33.  That  a brief  guide  to  clear  writing  be 
prepared  and  distributed  to  authors. 

34.  That  the  Office  of  Information,  in  cooper- 
ation with  the  agency  information  offices,  take 
the  initiative  in  making  sure  that  all  USDA 
staff  members  concerned  are  adequately  in- 
formed on  publications  policies,  standards,  and 
practices. 

35.  That  the  Office  of  Information  take  the 
initiative,  in  cooperation  with  agency  informa- 
tion offices  and  the  Graduate  School,  in  plan- 
ning and  providing  on  a continuing  basis  in- 
formal workshops,  clinics,  and  seminars  as 
needed  in  the  field  of  publications. 

Publications  Relations  with  Land-Grant 
Colleges* 

36.  That  procedures  be  explored  and  worked 
out  for  achieving  greater  participation  by  the 
colleges  in  the  planning  of  subjects  of  the  De- 
partment publications  and  for  the  joint  prep- 
aration and  issuance  of  regional  popular 
publications. 

* These  recommendations  for  achieving  closer  relation- 
ship with  the  Land-Grant  Colleges  are  in  addition  and 
supplementary  to  the  many  others  that  are  given  under 
other  headings  and  are  directed  to  this  end. 


37.  That  mechanism  and  needs  be  explored 
for  joint  publication  and  distribution  of  research 
results  conducted  cooperatively  by  the  Depart- 
ment and  one  or  more  colleges,  and  that  arrange- 
ments for  joint  publication  be  defined  as  fully 
as  is  practicable  in  the  written  agreements  for 
cooperative  research. 

38.  That  liaison  procedures  between  USDA 
Office  of  Information  and- the  editorial  depart- 
ments of  Land-Grant  Colleges  be  strengthened 
and  coordinated  through  the  established 
USDA-Land-Grant  College  channels  so  that 
each  may  be  better  informed  as  to  the  publica- 
tions plans  of  the  other  and  thus  afford  oppor- 
tunities for  coordination. 

39.  That  the  Office  of  Information  continue 
to  prepare  the  monthly  list  of  Department  pub- 
lications intentions  and  that  the  Federal  Ex- 
tension Service  and  Office  of  Experiment  Sta- 
tions continue  the  practice  of  sending  it  to  the 
States. 

40.  That  the  Office  of  Information  continue 
to  include  mimeographed  and  multilithed  pub- 
lications in  the  above  list.  , 

Department  Periodicals 

41.  That  review  of  agency  periodicals  be  con- 
ducted by  agency  publications  committees  as 
contemplated  in  Secretary’s  Memorandum 
1348. 

42.  That  agency  publications  committees  use 
the  following  definition  of  periodicals  as  the 
basis  for  their  reviews: 

Periodicals  are  defined  as  materials  repro- 
duced in  multiple  copies  by  other  than  typing 
or  photographic  process  for  public  distribution, 
reading,  or  use,  or  for  distribution  to  inform 
employees,  other  agencies,  or  departments 
which  are  issued  semiannually  or  oftener  with 
continuing  policy  as  to  format,  specifications, 
content,  and  purpose. 

This  definition  is  comprehensive  to  insure 
that  every  periodical  publication,  including 
newsletters  and  official  employee  publications, 
will  be  reviewed,  rather  than  escape  review  by 
being  included  in  a class  of  popular,  technical, 
or  intermediate  publication.  The  definition  is 
broader  than  the  Bureau  of  the  Budget’s  defini- 
tion, which  is  limited  to  those  periodicals  subject 
to  Bureau  review. 
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43.  That  agency  publications  committees  use 
the  following  criteria  as  guides  in  reviewing- 
each  periodical  of  the  agency  and  that  the  re- 
view be  documented,  as  a benchmark  for  subse- 
quent periodic  review  of  each  periodical.  This 
recommendation  implies  recurring  reviews  of  pe- 
riodicals as  an  assigned  administrative  function 
of  agencies,  whether  the  review  is  by  the  agency 
publications  committee  or  by  a staff  otherwise 
delegated  or  assigned.  Scope  of  the  periodical 
review  and  the  documentation : 

(1)  Public  or  other  need  for  publication. 

(2)  Legal  requirement,  if  any,  for  publishing 
the  periodical. 

(3)  Administrative  or  program  need  for  the 
periodical. 

(4)  Delineation  of  audience  and  subject  matter 
in  terms  clear  enough  to  distinguish  the 
periodical  from  all  other  publications 
issued  privately  or  publicly,  and  to  prevent 
overlapping.  (Consultation  and  agree- 
ment with  other  agencies  may  be  necessary 
in  some  instances.) 

(5)  Advantages  and  disadvantages  of  a period- 
ical versus  separate  bulletins  from  the 
standpoint  of  timeliness  or  speed  of  pub- 
lication, speed  and  facility  of  distribution 
to  an  interested  audience,  economy,  flex- 
ibility of  format,  and  effectiveness  of  pre- 
senting material. 

(6)  Necessity  for  current  length  of  the  period- 
ical, its  page  size,  and  size  of  the  basic 
edition  for  intended  audience  and  for 
notification. 

(7)  Evaluation  of  possibilities  for  reducing 
frequency  of  issue. 

(8)  Some  form  of  reader  survey  or  comparable 
evaluation  for  all  periodicals  with  editions 
of  more  than  500  copies. 

(9)  Most  economical  method  and  location  of 
reproduction,  in  keeping  with  objectives  of 
the  periodical. 

(10)  Most  economical  frequency  of  mailing-list 
circularization. 

(11)  Best  method  of  transmission  through 
mails. 

(12)  Whether  review  and  approval  by  Bureau 
of  the  Budget  is  required. 

44.  That  a full  review  of  all  periodicals  be 
compiled  by  the  end  of  the  1956  fiscal  year, 
recognizing  that  this  is  a very  large  task  in  the 
larger  agencies;  and  that  the  Director  of  Infor- 
mation establish  an  appropriate  schedule  for 


the  review  of  the  different  classes  of  periodicals 
and  develop  a system  to  assure  the  adequate 
review  of  all  periodicals  on  a continuing  basis. 

45.  That  the  Director  of  Information,  in 
cooperation  with  the  agencies,  work  out  general 
guidelines  covering  two  points: 

(1)  Who  shall  get  periodicals  free  and  who 
shall  pay  for  them. 

(2)  Who  shall  get  them  automatically — that 
is,  without  individual  request  at  stated  in- 
tervals— and  who  shall  get  them  only 
through  individual  request  renewed  at 
stated  intervals. 

Publication  of  Research  in  Technical  Journals 

46.  That  the  Department  continue  the  prac- 
tice of  permitting  appropriate  reports  of 
research  to  be  published  in  technical  journals; 
that  in  doing  so  continuing  attention  be  given 
to  safeguarding  the  interests  of  the  public  and 
the  Department;  and  that  publication  in  such 
journals  not  unduly  interfere  with  early  avail- 
ability of  research  results  for  popular  publica- 
tion and  use. 

Evaluation  of  Publications  Needs  and 

Effectiveness 

47.  That  modern,  scientific  evaluation  tech- 
niques, such  as  are  already  used  in  other 
branches  of  the  Department’s  work,  be  used  to 
study  readership,  analyze  mail,  and  make  simi- 
lar studies  that  will  show  how  Department  pub- 
lications can  be  improved  and  the  needs  for 
publications  can  be  adequately  ascertained  and 
met. 

Agency  Annual  Reports 

48.  That  the  policy  (as  stated  in  the  Secre- 
tary’s Memorandum  1359)  be  continued  of 
preparing  or  publishing  annual  reports  of  the 
agencies  only  when  the  reports  are  legally 
required  or  found  essential  by  the  head  of 
the  agency  and  given  appropriate  top-level 
approval.  (See  Exhibit  la.) 

Directories 

49.  That  the  policy  (as  stated  in  the  Secre- 
tary’s Memorandum  1360)  of  annually  pub- 
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lishing  the  Department  directory  and  eliminat- 
ing separate  agency  directories  be  continued. 
(See  Exhibit  lb.) 

Series 

50.  That,  to  facilitate  the  identification  of 
Department  publications,  simplify  the  use  of 
series,  and  reduce  the  present  complexity  and 
confusion,  the  following  16  series  be  used 
instead  of  the  existing  24  series: 

Farmers’  Bulletins. 

Home  and  Garden  Bulletins. 

Leaflets. 

Agriculture  Information  Bulletins. 

Agriculture  Handbooks. 

Technical  Bulletins. 

(Research  Reports)  : 

Marketing  Research  Reports. 

Production  Research  Reports. 

Utilization  Research  Reports. 

Soil  Surveys. 

Forest  Resource  Reports. 

Statistical  Bulletins. 

Yearbook  of  Agriculture. 

Program  Aids. 

Service  and  Regulatory  Announcements. 
Miscellaneous  Publications. 

(See  Exhibit  II  for  a comparative  listing  of 
present  and  recommended  series.) 

51.  That  each  agency  publications  committee 
give  priority  to  a review  of  the  agency’s  series 


and  nonseries  publications  with  the  object  of 
placing  as  many  new  publications  as  possible 
into  the  appropriate  Department  series  and  of 
systematizing,  simplifying,  and  reducing  the 
number  of  the  agency’s  series. 

52.  That  each  agency  publications  committee 
submit  recommendations  on  its  series  to  the 
Director  of  Information  and  that  the  existence 
and  establishment  of  agency  series  be  contin- 
gent upon  approval  of  the  Director  of  Infor- 
mation. 

53.  That  in  determining,  defining,  and  using 
publications  series,  emphasis  be  placed  on  a 
more  flexible  approach  in  which  intended  audi- 
ence and  occasion  determine  size,  format,  dis- 
tribution, and  other  procedural  matters. 

54.  That,  in  addition  to  how-to-do-it  publi- 
cations, selected  titles  of  other  popular  agricul- 
tural and  home  economics  publications  be  di- 
rected into  series  that  will  go  on  the  Congres- 
sional list  and  be  furnished  free  of  charge  to 
the  public,  subject  to  the  usual  limitations. 

55.  That,  in  accordance  with  the  above  rec- 
ommendations on  series,  the  official  definitions 
of  Department  series  be  revised  as  necessary 
so  that  they  are  sound,  brief,  easily  understood, 
and  sufficiently  flexible  to  meet  current  needs. 
(Exhibit  III  gives  suggested  definitions  for  the 
recommended  series.) 


Establishment  of  the  Department  Publications  Review  Committee 


The  Department  Publications  Review  Com- 
mittee was  established  March  26,  1954,  by  Sec- 
retary’s Memorandum  1348  on  Department 
Publications  Review  Committee.  (See  Exhibits 
IV  and  V.) 

The  Committee  was  established  to  conduct 
a thorough  review  of  all  the  publications  of 
the  Department  (both  printed  or  otherwise 
processed)  being  issued  or  stocked,  and  to 
recommend  ways  to  reduce  the  number  and  size 
of  publications.  The  Committee,  in  its  review, 


gave  special  attention  to  relating  the  Depart- 
ment publications  program  to  the  needs  and 
publications  programs  of  the  Land-Grant  Col- 
leges and  to  those  of  private  industry  in  agri- 
culture and  related  fields.  The  Committee  also 
considered  the  desirability  and  practicability 
of  putting  a larger  proportion  of  the  Depart- 
ment’s publications  on  a sales  basis,  of  combin- 
ing existing  publications  when  advisable,  and 
of  eliminating  publications  of  limited  or  dubi- 
ous value. 


Activities  of  the  Committee 


Review  of  Situation 

The  Committee  devoted  its  initial  meetings  ation,  and  found  that  the  Department  had 
to  a survey  and  review  of  the  publications  situ-  4,296  titles  of  publications  currently  available. 
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The  Committee  found  that: 

1.  The  Department  had  in  stock  1,819  titles  in 
30  different  series  or  groups.  Nearly  all  of 
these  were  in  official  Department  (as  con- 
trasted to  agency)  series.  A few  were  un- 
numbered or  nonseries  publications.  (See 
Exhibit  II.) 

2.  The  Department  distributed  39,138,178  copies 
of  publications  (including  lists  of  publica- 
tions) during  the  1953  fiscal  year.  These  had 
been  published  in  26  different  groups  (mostly 
series)  in  average  editions  that  ranged  from 
several  hundred  for  some  periodicals  to 
132,000  for  Home  and  Garden  Bulletins  and 
up  to  7,000,000  for  lists  of  publications  for 
distribution  by  Members  of  Congress.  The 
Committee  studied  the  legal  requirements 
for  the  publications,  and  the  general  patterns 
of  distribution.  (See  Exhibit  VII.) 

3.  In  addition  to  the  1,819  titles  mentioned 
above,  1,368  titles  were  on  hand  in  the  De- 
partment in  41  different  agency  series  and 
1,109  titles  of  unnumbered  or  nonseries 
agency  publications.  These  included  both 
printed  and  processed  publications.  (See 
Exhibit  VIII.)  The  Committee  surveyed 
these  titles  with  respect  to  grouping  or  series, 
average  edition,  audience,  and  manner  of 
printing  or  processing. 

4.  In  addition  to  the  17  periodicals  included  in 
the  1,819  Department  titles  mentioned  above, 
six  agencies  were  publishing  148  periodicals 
( including  annuals) , mostly  processed.  ( See 
Exhibit  VIII.)  The  Committee  surveyed 
the  titles,  average  editions,  frequency  of  pub- 
lication, audience,  and  manner  of  printing  or 
processing  of  these  periodicals. 

5.  Thirty  Department,  agency,  and  staff  office 
annual  reports  had  been  issued  for  the  1953 
fiscal  year,  nearly  all  of  them  printed.  The 
editions  ranged  from  300  to  4,500  and  the 
number  of  pages  from  8 to  500.  Costs 
ranged  from  $18  to  an  estimated  $2,797,  and 
totaled  about  $21,000.  (See  Exhibit  IX.) 
The  Committee  surveyed  the  legal  require- 
ments for  agency  annual  reports  and  their 
reproduction. 

Work  by  Subcommittees 

The  Committee  appointed  four  subcommit- 
tees composed  of  staff  members  of  the  several 
agencies  of  the  Department.  (See  Exhibit 
X.)  These  committees  were: 

Committee  on  Popular  Publications 

(Publications  for  farm  families  and  other 
mass  audiences) 


Committee  on  Technical  Publications 
(Publications  for  highly  technical,  scientific, 
and  academic  audiences) 

Committee  on  Intermediate  and  Miscella- 
neous Publications 

(Publications  for  professional,  business,  tech- 
nical, general,  and  special  audiences) 

Committee  on  Periodicals 

(Periodicals  for  special  or  general  audiences) 

The  subcommittees  were  briefed  on  the  ob- 
jectives of  the  Publications  Review  Committee 
and  requested  to  develop  recommendations  on 
publications  policies  in  their  respective  fields 
for  consideration  by  the  committee. 

Information  Collected  from  Agricultural 
Colleges 

To  help  reach  the  objective  of  relating  De- 
partment publications  to  the  needs  and  publi- 
cations programs  of  the  Land-Grant  Colleges, 
and  to  facilitate  the  work  of  the  subcommittees 
in  this  area,  the  Committee  asked  the  deans  of 
all  the  agricultural  colleges  in  the  Land-Grant 
system  for  facts,  opinions,  and  suggestions  and 
submitted  a number  of  questions  designed  to 
help  in  getting  their  evaluation  of  Department 
publications.  Replies  received  from  the  48 
States,  Alaska,  Hawaii,  and  Puerto  Rico  indi- 
cated keen  interest  on  the  part  of  the  colleges 
in  maintaining  and  improving  relations  with 
the  Department  in  planning,  producing,  and 
distributing  publications. 

Design  and  Typography  Consultations 

Through  the  cooperation  of  the  National 
Project  in  Agricultural  Communications,  the 
Committee  sponsored  a 2-day  visit  to  the  De- 
partment in  October  by  Mr.  Otto  M.  Forkert, 
prominent  publications  design  and  typographic 
consultant.  To  aid  in  increasing  the  effective- 
ness and  impact  of  Department  publications, 
Mr.  Forkert  addressed  sessions  of  periodical 
editors,  editors  of  popular  bulletins,  and  the 
Publications  Review  Committee.  He  made 
clinical  analyses  of  selected  publications, 
showed  “before”  and  “after”  examples  of  pub- 
lications, and  stressed  principles  of  effective 
presentation. 
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Considerations  Leading  to  Recommendations 


Problem  Areas  Considered  by  the  Committee 

In  considering  opportunities  for  improving 
the  Department’s  publications  program,  the 
Committee  directed  considerable  thought  to  the 
constructively  critical  views  and  suggestions 
that  constantly  occur.  Many  of  them  appeared 
in  replies  to  the  questions  raised  with  the  Land- 
Grant  Colleges. 

Among  these  criticisms,  largely  pertaining 
particularly  to  popular  publications,  are: 

( 1 ) Many  popular  publications  are  too  long,  too 
wordy,  too  encyclopedic,  too  academic  to  be 
of  quick  use  to  the  tired  farmer  or  home- 
maker at  the  end  of  a busy  day. 

(2)  Methods  of  choosing  subjects  for  bulletin 
preparation  are  not  adequately  organized 
to  meet  overall  Departmental  objectives, 
specific  audience  needs,  and  educational 
requirements. 

(3)  The  bulletin  approach  to  some  agricultural 
problems,  in  order  to  consider  and  provide 
for  all  of  the  varied  situations  in  the  Nation, 
must  necessarily  be  so  broad  in  recom- 
mendations of  practices  as  to  destroy  full 
effectiveness  in  any  one  area. 

(4)  Some  USDA  publications  make  recom- 
mendations of  practices  which  may  be  at 
variance  with  those  made  by  some  States 
where  the  USDA  publications  are  dis- 
tributed. 

(5)  There  is  insufficient  coordination  of  USDA 
and  Land-Grant  College  publications  pro- 
grams to  make  the  most  effective  use  of  total 
available  Federal-State  printing  monies  in 
the  public  interest,  or  even  in  the  rural 
interest. 

(fi)  Publications  are  not  sufficiently  coordinated 
with  motion  pictures,  film  strips,  and  other 
visual  and  informational  media.  There- 
fore, a concerted  and  highly  focused  educa- 
tional approach  to  broad  problems  in  an 
approach  which  would  utilize  all  pertinent 
communication  methods  of  the  USDA,  the 
Land-Grant  Colleges,  and  other  cooperat- 
ing forces  and  all  types  of  public 
communication  methods — is  difficult  or 
impossible. 

(7)  Sometimes  useful  publications  are  ineffec- 
tive or  even  wasted  because  of  inadequate 
plans  in  field  offices  for  their  use. 

(8)  State  and  county  extension  workers  and 
other  educators  sometimes  feel  that  they  are 


unable  to  receive  free  the  number  of  copies 
they  need  for  education  use. 

(9)  Publications  planning  lacks  coordination 
with  specific  USDA  program  objectives  to 
determine  how  to  allocate  publications  re- 
sources so  that  vital  problem  areas  will  have 
priority  and  so  that  other  areas  will  not  be 
overlooked. 

(10)  Inadequate  planning  results  in  insufficient 
coverage  of  pertinent  information  on  the 
most  important  problems  for  specific 
audiences. 

These  various  areas  were  examined  from  the 
vantage  points  of  economy  and  efficiency. 

The  Role  of  the  Department’s  Publications 

The  Department  of  Agriculture  issues  its 
publications  to  implement  the  law  establishing 
it  “to  acquire  and  diffuse  among  the  people  of 
the  United  States  useful  information  on  sub- 
jects connected  with  agriculture  . . .”  and  to 
carry  out  as  well  some  180  laws  specifying  or 
authorizing  publications  on  agriculture  or 
homemaking.  Under  these  laws,  the  Depart- 
ment issues  publications  to  report  research;  to 
serve  as  tools  in  regulatory,  conservation, 
adjustment,  or  extension  programs;  to  report 
as  an  accounting  for  governmental  activity ; or 
to  answer  questions.  The  allotment  of  funds 
for  research  presupposes  the  allotment  of  funds 
for  publishing  the  results. 

Publications  meet  these  objectives  to  the 
extent  that  they  are  efficient  (1)  in  aiding  the 
application  of  research  to  farming  and  other 
agricultural  operations,  (2)  in  securing  compli- 
ance with  regulations  provided  by  legislation 
for  the  national  interest,  (3)  in  securing  coop- 
eration in  national  programs  such  as  soil  con- 
servation or  use  of  the  national  forests,  and 
(4)  in  supplying  requested  information  at  lower 
cost  than  letter  writing. 

Each  year  the  Department  issues  about  300 
new  printed  publications.  They  range  from 
popular,  how-to-do-it  folders,  through  booklets 
for  professional  workers  in  agriculture,  to 
highly  technical  reports  of  research  for  scientist 
readers.  With  reprints  and  revisions,  and  not 
counting  lists  of  publications,  some  30  million 
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copies  are  issued  in  a year.  Under  existing  law, 
about  5 million  copies  of  Farmers’  Bulletins  and 
comparable  popular  publications  are  distrib- 
uted yearly  through  Members  of  Congress.  In 
addition,  3 million  copies  or  more  are  distrib- 
uted on  request  of,  and  through,  the  State  and 
county  Extension  Services.  Units  and  staff 
members  of  the  Land-Grant  Colleges — libra- 
ries, professors,  researchers,  and  extension 
workers — are  among  the  key  groups  that  receive 
professional  and  scientific  publications  of  the 
Department. 

Some  effort  has  been  made  in  recent  years  to 
adjust  USDA  publications  more  nearly  to  the 
needs  of  the  times.  Such  effort  has  had  a meas- 
ure of  success,  is  quite  encouraging,  and  is  to  be 
highly  commended.  The  current  administra- 
tive awareness  of  the  need  for  modernizing  the 
USDA  publications  program,  however,  calls  for 
an  entirely  new  and  deeply  penetrating  look  at 
all  types  of  Department  publications. 

USDA  publications  unquestionably  have  filled 
a great  need  among  farm  people,  to  a lesser  but 
gradually  increasing  extent  among  city  people, 
on  a continuing  basis  among  scientists  all  over 
the  world,  and  among  agricultural  educators, 
other  professional  people,  and  many  in  business 
and  industry. 

Popular  publications,  for  the  most  part,  are 
the  shock  troops  of  educational  and  informa- 
tional media.  They  consolidate  much  of  the 
ground  that  is  won  through  other  methods  in 
the  struggle  for  improved  practices  and  better 
living  standards.  They  reach  their  objectives 
if,  like  the  ground  soldier,  they  are  properly 
equipped,  have  the  right  psychological  ap- 
proach, and  carry  out  their  assignments  in  a 
clear-cut,  forthright  manner.  Every  publica- 
tion must  be  made  to  count  in  an  extremely 
practical  and  useful  way. 

Many  of  the  traditional  USDA  approaches  to 
publications  have  proved  their  value.  But  some 
of  the  Department’s  policies  governing  publica- 
tions, their  planning,  preparation,  and  dis- 
tribution, although  tailored  to  the  needs  of  the 
past,  seem  now  to  have  become  somewhat  out- 
moded. They  need  appraisal  and  modernizing. 

Considerable  merit  is  attached  therefore  to 
(a)  restyling  and  streamlining  publications,  ( b ) 
revamping  and  reducing  the  number  of  the 


series,  (c)  pinpointing  each  new  bulletin  firmly 
on  audience  needs,  ( d ) writing  it  in  the  language 
the  audience  understands,  and  (e)  planning  bul- 
letins to  supply  the  information  requested  by 
people  and  to  advance  purposefully  general 
USDA  program  responsibilities  and  objectives 
and  the  educational  requirements  of  the  Land- 
Grant  Colleges  and  others. 

Publications  Administration 

(See  Recommendations  1 to  3) 

The  role  of  publications — and  consequently 
the  approach  to  the  use  of  publications — varies 
considerably  from  agency  to  agency.  In  some, 
publications  are  the  major  vehicle  for  transmut- 
ing the  agency’s  work  into  something  of  value 
to  the  country  and  the  public;  in  others  they 
serve  as  brief  correspondence  aids  or  an  acces- 
sory medium  of  carrying  an  official  national  pro- 
gram to  the  people.  Yet  the  interlocking  na- 
ture of  the  Department’s  operations  and  re- 
sponsibilities requires  a coordinated  publications 
program  for  the  Department  into  which  agency 
publications  programs  can  be  integrated. 

Continuing,  aggressive  publications  leader- 
ship on  a Department-wide  basis  is  one  of  the 
essentials  for  a coordinated  Department  publi- 
cations program.  Strengthening  departmental 
leadership  in  planning,  preparing,  producing, 
and  distributing  Department  publications  will 
help  to  assure  a publications  program  that  con- 
forms to  Department  policy,  meets  Department 
standards,  and  achieves  economy,  effectiveness, 
and  coordination  with  the  Land-Grant  Colleges. 

A recent  and  most  promising  development  in 
the  administration  of  the  Department’s  publi- 
cations work  has  been  the  establishment  of  con- 
tinuing agency  publications  committees  as  pro- 
vided for  in  Secretary’s  Memorandum  No.  1348. 
These  committees  were  established  to  plan  and 
review  the  agency’s  publications  program,  to 
approve  plans  before  manuscripts  are  written, 
to  consider  the  relationship  of  proposed  Depart- 
ment publications  to  the  publications  programs 
of  Land-Grant  Colleges,  and  to  prevent  dupli- 
cation with  publications  of  private  industry. 

The  Office  of  Information  is  represented  on 
each  agency  publications  committee,  and  the 
representative  is  charged  with  consulting  with 
the  Federal  Extension  Service  on  the  publica- 
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tions  plan  and  program  of  each  agency.  (See 
Exhibit  IV.)  The  head  of  the  agency  or  an 
assistant  head  serves  as  chairman  of  each  com- 
mittee, and  its  membership  includes  top  pro- 
gram, information,  and  administrative  repre- 
sentatives. 

The  work  of  these  committees  got  under  way 
during  the  period  of  activity  of  the  Publications 
Review  Committee,  and  reports  from  the  com- 
mittees show  that  they  have  made  noteworthy 
progress  in  planning  the  agency  publications 
work,  in  integrating  that  work  with  Depart- 
ment policies  and  objectives,  in  tying  it  in  with 
the  needs  and  programs  of  the  Land-Grant  Col- 
leges, and  in  achieving  greater  economy  and 
effectiveness. 

Planning 

(See  Recommendations  4 to  7) 

Generally  speaking,  the  Department’s  publi- 
cations have  not  always  been  planned  in  an 
orderly  and  systematic  manner,  although  the 
result  in  subject  matter  covered  has  been  satis- 
factory to  a considerable  extent. 

Usually  the  subjects  of  new  popular  publica- 
tions have  reflected  needs  expressed  by  (a)  a 
heavy  flow  of  inquiries  from  the  public,  (b) 
USDA  administrators  and  scientists  who  had 
knowledge  of  the  type  of  information  being 
sought,  (c)  extension  workers  who  were  mirror- 
ing local  programs  and  requests,  (d)  research 
projects  just  completed  which  made  new  infor- 
mation available  and  (e)  program  objectives 
currently  being  emphasized. 

Each  of  these  reasons  for  developing  popular 
publications  may  be  justified.  None  of  them 
can  be  overlooked  in  planning  a Department 
publications  program.  These  reasons  alone, 
however,  are  only  indications  of  public  need  for 
such  publications.  Furthermore,  they  do  not 
indicate  who  should  be  responsible  for  filling 
the  need. 

Emphasis  on  a scientific  approach  to  deter- 
mining the  public  need  for  publications  that 
treat  subject  matter  originating  in  or  developed 
by  the  Department  has  been  inadequate. 

Popular  publications  in  the  Department  are 
usually  written  by  scientists.  The  manuscripts 
are  edited  in  an  agency  editorial  office  and  are 


forwarded  to  the  Office  of  Information,  where 
they  are  reviewed  and  sent  to  the  Government 
Printing  Office.  Plans  for  distribution  of  pub- 
lications are  developed  by  the  originating 
agency  in  cooperation  with  the  Office  of  Infor- 
mation and  Extension  Service.  Knowledge  of 
the  previous  popularity  of  the  subject  matter  is 
used  in  deciding  the  size  of  the  edition. 

One  of  the  results  of  inadequate  planning  is 
the  present  seasonal  pattern  of  production  of 
Department  publications,  which  might  be  com- 
pared to  a common  problem  in  the  dairy  indus- 
try— flush  production  in  the  spring  and  lowered 
production  during  the  winter  months.  If  pub- 
lications are  to  be  uniformly  well  produced,  the 
workload  of  editors  and  all  others  who  deal  with 
publications  will  need  to  be  evened-up  over 
the  year. 

Certainly  planning  is  one  of  the  most  prom- 
ising means  of  obtaining  a more  efficient  and 
effective  publications  program.  Careful  plan- 
ning would  eliminate  many  wasteful  steps, 
wasteful  materials  within  otherwise  useful  pub- 
lications, and  even  entire  publications  that  are 
wasteful  because  they  are  not  needed. 

Preparation 

(See  Recommendations  8 to  11) 

A coordinated  publications  program  for  the 
Department  presupposes  that  Department 
publications  policy  be  supported  by  recognized 
standards  for  publications  and  recognized  pro- 
cedure to  use  in  complying  with  such  stand- 
ards. The  standards  should  apply  to  such 
aspects  of  publications  as  audience,  nature  of 
content,  presentation,  approach,  length,  and 
visualization.  At  present,  however,  such  stand- 
ards are  incomplete,  sketchy,  and  scattered. 
Well-thought-out,  thoroughly  defined  stand- 
ards are  needed  and  should  be  available  to  the 
many  staff  members  of  the  Department  who  are 
concerned  with  publications  planning,  prepara- 
tion, and  use. 

A large  percentage  of  requests  for  publica- 
tions are  for  how-to-do-it  type  of  information. 
Such  requests  require,  for  the  most  part,  short, 
inexpensive  publications  that  are  clear-cut, 
quickly  read,  readily  understood,  and  easily 
assimilated.  Yet  too  many  of  the  Depart- 
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merit’s  so-called  popular  publications  for  wide 
distribution  are  still  too  long  and  expensive,  too 
scholarly  in  treatment,  and  carry  historical 
reviews  and  wordy  descriptive  matter  not  essen- 
tial for  a swift  grasp  of  better  farming,  forestry, 
or  homemaking  methods. 

Too  frequently.  Department  publications  are 
written  by  staff  members  who,  though  preemi- 
nent in  their  subject-matter  fields,  are  unprac- 
ticed as  writers  and  especially  untrained  for 
writing  for  lay  audiences.  The  resulting  manu- 
scripts tend  to  be  too  long,  hard  to  under- 
stand, costly  to  print,  and,  in  many  instances, 
inefficient. 

On  the  other  hand,  the  possibilities  of  having 
popular  publications  written  by  trained  and 
skilled  writers  have  been  demonstrated  suc- 
cessfully in  the  Department.  Such  publica- 
tions have  proved  to  be  brief  (and  therefore 
economical  to  print),  readable,  understandable, 
and  effective.  They  have  avoided  the  costs 
and  frustrations  that  result  from  badly  written, 
lengthy,  and  poorly  oriented  manuscripts, 
which  even  herculean  efforts  on  the  part  of  edi- 
tors are  unable  to  bring  up  to  a higher  standard. 

Distribution 

(See  Recommendations  12  to  31) 

Distribution  to  General  Public  on  Request. — 
Thousands  of  the  requests  for  information  re- 
ceived each  year  are  answerable  simply  by  send- 
ing one  or  more  publications,  most  of  them  of 
the  popular  variety.  Since  one  of  the  basic 
functions  of  the  Department  is  to  disseminate 
information,  free  stocks  must  be  available  for 
this  purpose.  The  restrictions  on  numbers  of 
copies  which  can  be  provided  free  are  realistic 
and  effective  and  result  in  many  referrals  to 
the  Superintendent  of  Documents  for  sales 
copies,  especially  in  cases  of  organizations  re- 
questing quantities  that  they  can  well  afford  to 
purchase. 

Congressional  List  Distribution. — Since  1895, 
a large  share  of  the  distribution  of  popular 
publications  has  been  handled  through  Mem- 
bers of  Congress  who  have  circularized  their 
constituents  from  time  to  time  with  lists  of 
available  free  publications.  Nearly  5,600,000 
publications  were  distributed  in  this  way  during 
fiscal  1954. 


Currently  the  agencies  pay  the  initial  costs 
of  a new  bulletin  and  make  the  initial  distribu- 
tion. After  the  title  is  added  to  the  Congres- 
sional List,  however,  reprints  are  paid  for  from 
money  appropriated  specifically  for  that  pur- 
pose by  Congress.  This  system  has  been  work- 
ing well  for  many  years  and  assures  that  stocks 
are  kept  available  to  meet  requests  from  the 
public. 

Distribution  in  Field. — Decentralized  distri- 
bution of  Department  popular  publications 
through  the  State  and  county  extension  services 
and  through  Department  field  offices  is  highly 
effective  and  is  an  essential  part  of  the  whole 
distribution  job.  It  is  important  that  field 
offices  be  kept  supplied  with  enough  copies  of 
the  popular  publications  to  meet  the  informa- 
tion needs  of  local  people  quickly  and  ade- 
quately. 

Supplies  of  Farmers’  Bulletins,  Leaflets,  and 
Home  and  Garden  Bulletins  for  distribution 
through  Extension  Service  channels  are  sent  to 
colleges  in  response  to  requests  from  State 
extension  publications  distribution  officers  who 
are  notified  in  advance  of  the  subject  matter 
of  publications  to  be  printed.  After  being 
printed,  such  publications  are  also  available 
direct  to  county  extension  offices  in  response  to 
county  orders  sent  to  the  Federal  Extension 
office.  Distribution  of  other  series  of  Depart- 
ment publications  to  and  through  the  Exten- 
sion Service  is  also  arranged  through  the  State 
publications  distribution  officers.  When  asked 
how  this  system  is  working,  37  States  replied 
“Well”;  13  replied  “Fair”;  and  none  answered 
“Poorly.” 

Land-Grant  Colleges  purchasing  Depart- 
ment publications  from  the  Superintendent  of 
Documents  are  required  to  accompany  their 
order  with  payment  in  the  form  of  a check  or 
money  order,  etc.,  rather  than  receive  the  pub- 
lications and  pay  for  them  after  receipt. 
Twenty-four  States  reported  that  this  system 
was  unsatisfactory,  citing  such  reasons  as  “the 
College  has  a rule  requiring  that  supplies  be  in 
hand  before  payment  can  be  made”  and  “our 
State  purchasing  regulations  will  not  allow  us 
to  buy  in  this  way.” 

The  replies  from  the  States  indicate,  how- 
ever, that  the  interest  of  the  Land-Grant  Col- 
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leges  in  purchasing  Department  publications, 
as  compared  to  serving  as  a channel  for  the  dis- 
tribution of  free  Department  popular  publica- 
tions, is  limited.  With  respect  to  popular  pub- 
lications, 12  States  reported  that  they  would 
be  willing  to  purchase,  at  the  cost  of  printing, 
the  number  of  Department  popular  publica- 
tions they  need  to  supplement  their  own  publi- 
cations; 22  States  reported  that  sometimes 
they  would  be  willing  to  do  this;  5 States 
reported  that  they  would  generally  be  willing 
to  do  this;  and  7 States  reported  that  they 
would  not  be  willing  to  do  so. 

Disseminating  Information  on  Publica- 
tions.— On-the-ground  use  of  popular  publica- 
tions is  primarily  a job  for  field  employees  of 
the  Department  and  the  State  Extension  Serv- 
ices since  they  are  dealing  with  the  “consumers.” 
Personal  contacts  develop  opportunities  to 
supply  pertinent  publications  to  individuals 
and  groups.  Use  of  the  recognized  communica- 
tions media  (press,  radio,  television,  etc.)  helps 
immeasurably  in  sound  distribution  and  use  of 
Department  publications  by  making  their  avail- 
ability known  to  the  general  public. 

Mailing  Lists. — Names  are  added  to  mailing 
lists  on  direct  request  of  the  addressee,  as  re- 
quired by  law.  The  present  system  of  mailing 
lists,  developed  over  many  years,  is  working 
quite  satisfactorily.  The  following  comments 
apply  to  all  mailing  lists,  whether  they  are  used 
for  distributing  popular  publications  or  those  of 
a technical  or  professional  character. 

Annual  revision  of  mailing  lists  is  required. 
Because  most  of  the  addresses  on  these  lists  are 
continuing  institutions  or  offices,  such  as  libra- 
ries, State  offices,  experiment  stations,  etc.,  re- 
turn requests  for  continuance  run  high  and 
many  times  only  a few  names  are  dropped. 
The  time  and  costs  involved  in  circularizing 
even  a small  list  often  are  considerably  more 
than  the  savings  in  publications. 

As  of  June  30,  1954,  the  Department  main- 
tained 116  mailing  lists  at  the  Government 
Printing  Office  and  1,042  in  the  Department — a 
total  of  1,158  lists,  including  the  administrative 
lists  used  for  distributing  material  in-service. 
A catalog  of  all  these  mailing  lists  would  be  a 
valuable  working  tool  for  the  agency  distribu- 


tion officers  to  use  in  distributing  their  new 
publications. 

Distribution  of  Processed  Publications. — By 
and  large,  agency  processed  publications  of  the 
popular  type  have  been  designed  to  answer 
repeated  requests  from  the  public  for  certain 
types  of  information.  In  one  sense,  they  might 
be  considered  “correspondence  aids.”  Some  of 
them,  however,  are  multilithed  or  offset-printed 
excerpts  from  printed  publications  and  answer 
common  questions  specifically  at  much  less  cost 
than  would  be  incurred  by  sending  the  complete 
printed  publication.  Others  have  been  devel- 
oped to  meet  specific  needs  of  teachers,  youth 
group  leaders,  club  leaders,  etc.  Generally 
there  is  little  or  no  Congressional  or  mailing 
list  distribution  of  these  processed  publications. 
They  are  not  stocked  for  sale  by  the  Superin- 
tendent of  Documents — the  only  source  is  the 
issuing  agency  which  stands  all  costs.  Often- 
times, therefore,  it  is  impossible  to  meet  legiti- 
mate quantity  requests  within  agency  resources. 

Determination  of  Size  of  Edition. — The 
problem  in  determining  the  size  of  edition  of  a 
publication  is  to  print  enough  copies  to  meet 
actual  needs  without  overstocking.  Several 
factors  must  be  considered — contents,  intended 
audiences,  timeliness,  seasonal  and  geographic 
differences,  ease  and  cost  of  reprinting,  etc. 

The  size  of  the  initial  edition  should  be  deter- 
mined by  compiling  estimates  obtained  from 
the  appropriate  agency  field  offices  and  State 
Extension  Services;  by  estimating  the  quan- 
tities necessary  for  “stock”  purposes  to  meet 
expected  requests  from  the  public,  both  direct 
and  through  Congress,  and  re-orders  from  Ex- 
tension Services  and  field  offices;  and  by  de- 
termining the  number  needed  to  service  the 
appropriate  mailing  lists.  The  total  figure 
must  then  be  tempered  by  the  good  judgment 
of  the  agency  distribution  officer,  based  on  ex- 
perience and  records  of  past  use  of  similar  pub- 
lications, and  adjusted  to  available  funds  in 
order  to  arrive  at  a minimum  estimate  which 
will  meet  the  needs  satisfactorily. 

This  approach  is  sound,  but  the  tendency  at 
present  is  to  let  the  manuscript  of  a proposed 
publication  progress  through  the  planning, 
writing,  and  editing  stages  before  distribution 
is  planned.  Manuscripts  occasionally  are  held 
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in  the  near-ready  stage  because  of  lack  of  funds 
to  print  them  and  short  deadlines  are  estab- 
lished when  funds  suddenly  become  available. 
In  either  case,  time  does  not  allow  the  distri- 
bution officer  to  obtain  estimates  from  field 
offices,  and  chances  of  his  distribution  plan 
being  faulty  are  increased. 

Avoidance  of  Waste. — At  present  the  actual 
use  made  of  Department  publications  is  not 
checked  adequately.  One  field  unit  may  have 
a surplus  while  another  may  need  more.  A 
study  of  “consumer”  use  would  help  greatly  in 
planning  future  publications  and  in  ironing  out 
surpluses  and  shortages. 

With  several  thousand  Extension  Service 
and  agency  offices,  the  problem  of  surplus  stocks 
needs  continuous  attention.  Surpluses  result 
usually  from  over-ordering  or  obsolescence. 

Communication  and  Training 

(See  Recommendations  32  to  35) 

Improved  planning,  standards,  and  proce- 
dures in  the  publications  program  of  the 
Department  will  produce  only  limited  results 
unless  they  are  well  communicated  to  staff 
members  concerned  with  various  aspects  of 
publications  work.  There  is  a general  lack  of 
knowledge  of  publications  policies,  practices, 
and  standards.  Yet,  after  a scientist  has  pre- 
pared what  might  well  be  a textbook,  it  is  too 
late  to  tell  him  that  what  is  really  needed  is  a 
one-sheet  folder  that  the  farmer  can  read 
quickly  and  thus  learn  what  to  do  about  his 
problem. 

The  desirability  of  training  in  writing, 
editing,  visualizing,  and  other  phases  of  the 
production  and  use  of  publications  is  generally 
accepted.  But  the  continuing  nature  of  the 
need  for  such  training  is  often  overlooked.  In 
the  Department  Of  Agriculture,  the  turnover  of 
staff  members  (with  skilled  authors  and  editors 
retiring  and  people  continually  entering  upon 
duties  of  writing  and  editing)  makes  publica- 
tions training  a year-in,  year-out  job.  New 
developments  in  writing,  editing,  and  publish- 
ing make  refresher  training  in  publication 
important,  too. 

The  Graduate  School  offers  excellent  courses 
relating  to  the  preparation  and  handling  of 


publications,  and  Department  people  involved 
in  publications  work  should  be  encouraged  to 
take  advantage  of  its  offerings  and  the  oppor- 
tunities available  in  other  institutions. 

In  addition  to  the  more  formal  course  work, 
informal  training  in  the  form  of  conferences, 
workshops,  clinics,  and  seminars  geared  to 
authors,  editors,  artists,  and  others  is  needed. 

Publications  Relations  with  Land-Grant 
Colleges 

(See  Recommendations  36  to  40) 

Because  of  the  mutual  interests  and  cooper- 
ative working  relations  of  the  Department  and 
the  Land-Grant  Colleges,  the  Publications  Re- 
view Committee  was  charged  with  developing 
recommendations  for  better  relation  of  the 
Department’s  publications  to  the  needs  and 
publications  programs  of  the  colleges,  looking 
toward  closer  collaboration  in  publications 
planning,  production,  and  utilization.  The 
information  and  comments  received  from  the 
colleges  confirmed  that  they  are  interested  in 
using  Department  publications  and  in  achiev- 
ing closer  working  relations  in  practically  all 
aspects  of  publications  programs. 

In  particular,  the  States  expressed  interest  in 
procedures  for  increased  participation  by  the 
colleges  in  planning  subjects  for  popular  De- 
partment publications;  in  having  the  Depart- 
ment publish  more  regional  popular  publica- 
tions; in  the  joint  preparation  and  issuance  of 
regional  popular  publications  by  several  States 
and  the  Department;  in  joint  responsibility  of 
the  Department  and  the  colleges  for  the  publi- 
cation of  cooperative  research;  and  in  being 
advised  of  Department  plans  for  publications, 
whether  printed  or  processed. 

An  urgent  need  for  early  planning  and  coor- 
dination of  technical  publications  has  been  rec- 
ognized by  the  USDA-Land-Grant  College 
system.  The  Experiment  Station  Committee 
on  Organization  and  Policy  at  its  meeting  of 
April  28-29,  1954,  recommended  that  research 
branches  supply  information  as  early  as  possible 
on  contemplated  manuscripts  and  that  regional 
advisers  likewise  supply  information  to  the 
Department  on  contemplated  regional  publica- 
tions. 
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Department  Periodicals 

(See  Recommendations  41  to  45) 

About  100  periodical-type  publications  (not 
including  annuals)  are  being  issued  in  the  De- 
partment. These  include  all  types  of  recurring 
publications  with  a consistent  format,  statistical 
reports,  circulars  for  information  or  use  of  em- 
ployees, as  well  as  formal  publications  distrib- 
uted to  public  groups  pursuant  to  law  or 
administrative  requirement. 

Periodicals,  variously  defined,  have  been  un- 
der specific  statutory  regulation  since  1919. 
Currently  the  publication  of  14  USDA  peri- 
odicals is  subject  to  review  and  approval  by  the 
Director  of  the  Bureau  of  the  Budget. 

The  Department  reviewed  periodicals  and  all 
other  publications  of  the  Department  for  paper 
conservation  in  1942-43.  It  made  more  limited 
reviews  of  periodicals  in  1950  and  in  1951,  to 
determine  compliance  with  the  requirement  for 
approval  of  the  Bureau  of  the  Budget  to  issue 
a periodical.  Periodicals  that  require  approval 
by  the  Bureau  of  the  Budget  are  reviewed  every 
3 years  by  the  USDA  and  the  Bureau  of  the 
Budget. 

Review  by  agency  publications  committees 
of  periodicals  approved  by  the  Bureau  of  the 
Budget  needs  to  be  completed  as  soon  as  pos- 
sible to  clarify  the  status  of  these  publications. 

Department  periodicals  available  for  pur- 
chase by  subscriptions  and  individual  copies 
from  the  Superintendent  of  Documents  should 
be  distributed  on  a sales  basis  so  far  as  is  con- 
sistent with  achieving  the  purposes  of  the  peri- 
odicals and  furthering  the  work  of  the  Depart- 
ment. The  Committee  recognizes  that  in  many 
instances  free  distribution  of  periodicals  to  Fed- 
eral, State,  or  local  government  employees, 
cooperators  in  Department  programs,  members 
of  the  press,  and  others  is  essential  to  the  pur- 
pose served  by  the  periodicals.  In  Exhibit  XI 
are  presented  suggestions  for  policy  and  proce- 
dure on  free  distribution,  sales  distribution,  and 
“automatic”  distribution  of  periodicals.  These 
suggestions  are  intended  to  be  helpful  in  carry- 
ing out  the  recommendation  the  Committee  is 
making  in  this  area. 


Publication  of  Research  in  Technical  Journals 

(See  Recommendation  46) 

Although  the  Department  issues  approxi- 
mately 100  technical  publications  a year,  this 
represents  only  a small  share  of  its  research 
reporting.  Last  year  Department  scientists 
prepared  about  3,000  articles  for  scientific  and 
trade  journals. 

Publication  of  a large  share  of  the  Depart- 
ment’s research  reports  in  journals  of  scientific 
societies  has  been  questioned.  The  majority 
of  USDA  scientists,  however,  favor  this  method 
and  it  saves  money  for  the  Government.  As 
an  example,  it  is  estimated  that  the  printing 
charges  of  ARS  alone  would  be  increased  by 
more  than  $100,000  annually,  if  all  papers  now 
sent  to  journals  were  published  by  the  Depart- 
ment. 

The  audience  for  technical  reports  of  research 
is  scientists — throughout  the  world.  Science  is 
so  highly  specialized  that  each  branch  has  built 
up  its  own  literature.  This  helps  to  explain  the 
popularity  among  scientists  of  technical  jour- 
nals as  publication  media.  Research  admin- 
istrators favor  this  method.  In  their  replies 
to  the  Committee,  43  colleges  said  USDA  and 
the  States  should  continue  to  publish  a large 
part  of  their  research  in  technical  journals. 

Many  types  of  reports  are  not  suitable  for 
journal  articles.  Some  are  too  long;  others  do 
not  fit  the  requirements  for  one  reason  or 
another.  Many  of  those  that  are  deemed  to 
have  permanent  value  are  printed  in  one  of  the 
Department  series.  Those  that  are  in  the 
nature  of  progress  reports  are  usually  published 
in  an  agency  series. 

Evaluation  of  Publications  Needs  and 
Effectiveness 

(See  Recommendation  47) 

Although  testimonials  to  the  effectiveness 
and  usefulness  of  Department  publications  con- 
tinually come  in  by  mail  and  telephone,  they 
do  so  by  chance  only.  The  Department  of 
Agriculture,  which  has  been  an  international 
leader  in  the  use  of  the  scientific  approach,  has 
not  used  that  approach  in  evaluating  its  pub- 
lications, the  need  for  them,  or  the  use  made  of 
them.  Consequently  there  is  insufficient  in- 
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formation  on  which  to  base  improvements  in 
the  planning,  preparation,  and  distribution  of 
Department  publications. 

Agency  Annual  Reports 

(See  Recommendation  48) 

After  surveying  the  situation  with  respect  to 
agency  annual  reports,  as  mentioned  earlier, 
the  Committee  made  recommendations  to  the 
Secretary  on  the  handling  of  annual  reports  in 
the  interest  of  reducing  the  number  and  size  of 
the  Department’s  publications  and  eliminating 
those  of  limited  value. 

The  Committee’s  recommendations  were 
made  effective  June  17  in  Secretary’s  Memo- 
randum 1359.  (See  Exhibit  la.) 

Directories 

(See  Recommendation  49) 

The  Committee  considered  the  question  of 
publishing  a Department  directory  of  organiza- 
tion and  field  activities  and  of  the  advisability 
of  agencies  issuing  directories  of  their  own. 
In  the  interest  of  economy  and  effectiveness, 
recommendations  were  made  to  the  Secretary 
and  incorporated  in  his  Memorandum  1360 
on  Publication  of  Department  Directory  of 
Organization  and  Field  Activities.  (See  Ex- 
hibit lb.) 

Publications  Series 

(See  Recommendations  50  to  55) 

The  Department’s  Administrative  Regula- 
tions currently  provide  series  as  follows  for  non- 
periodical publications: 

Farmers’  Bulletins. 

Technical  Bulletins. 

Statistical  Bulletins. 

Circulars. 

Leaflets. 

Home  and  Garden  Bulletins. 

Agriculture  Information  Bulletins. 

Agriculture  Handbooks. 

Agriculture  Monographs. 

Marketing  Research  Reports. 

In  addition,  the  Administrative  Regulations 
recognize  the  following  publications  and  reports 
required  by  statute,  but  indicate  that  they  are 


not  to  be  considered  as  being  in  “the  Depart- 
ment series” : 

Lists  of  the  Office  of  Information. 

Seed  and  Plant  Introduction  Inventory. 

Soil  Survey  Reports. 

Yearbook  and  Separates. 

The  Regulations  also  provide  for  the  follow- 
ing publications  “not  . . . included  in  the  De- 
partment series”: 

Annual  Reports  of  the  Secretary. 

Annual  Reports  of  Heads  of  Agencies. 

Service  and  Regulatory  Announcements. 

Discussion  Series. 

Forest  Resource  Reports. 

Indexes  and  Reference  Lists. 

Program  Aids. 

Bibliographical  Bulletins. 

Foreign  Agriculture  Bulletins. 

Hydrological  Bulletins. 

For  purposes  of  this  report  and  in  keeping 
with  actual  practice  for  the  most  part,  each  of 
the  above  categories  is  considered  as  a series, 
making  a total  of  24  series.  Most  of  these  series 
are  in  active  use.  Inactive  series  are  (1)  In- 
dexes and  Reference  Lists  and  (2)  Hydrological 
Bulletins. 

In  addition  to  the  publications  in  the  above- 
mentioned  series,  there  are:  ( 1)  a group  of  pub- 
lications considered  to  be  “unnumbered  Depart- 
ment publications,”  (2)  an  estimated  1,400 
printed  and  processed  publications  in  upwards 
of  40  series  and  subseries  established  and  main- 
tained by  the  agencies,  and  (3)  an  estimated 
1,100  unnumbered,  nonseries  printed  and  proc- 
essed publications  considered  to  be  “agency 
publications.” 

Publications  series  are  simply  labels  or  cate- 
gories, usually  used  with  a system  of  numbers, 
which  group  together  publications  that  are  simi- 
lar in  one  or  more  respects,  such  as  content,  pres- 
entation, format,  and  audience.  They  are  an 
aid  in  classifying,  identifying,  and  keeping  track 
of  publications.  Certain  patterns  of  distribu- 
tion may  be  linked  with  certain  series,  but  a 
series  does  not  automatically  provide  efficient 
distribution.  To  be  efficient,  distribution  must 
be  planned  and  worked  out  according  to  the  con- 
tent of,  and  needs  for,  the  individual  publica- 
tions. In  the  distribution  of  various  publica- 
tions series,  different  mailing  lists  and  patterns 
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(often  well-established)  should  be  used  as 
needed  to  provide  pinpointed  distribution. 

The  situation  with  respect  to  series  for  De- 
partment publications  presents  the  paradox  of  a 
multiplicity  of  Department  and  agency  series 
coincident  with  a host  of  publications  that  are 
unnumbered  and  not  included  in  any  series. 
This  seems  to  have  resulted  at  least  partly  from 
previous  attempts  to  set  up  too  many  different 
series  and  to  define  them  too  closely,  with  the  re- 
sult that  by  definition  they  exclude  a consider- 
able proportion  of  the  manuscripts  actually 
coming  up  for  issuance.  These  “homeless” 
manuscripts  have  been  a major  factor  in  the 
issuance  of  so  many  nonseries,  unnumbered  pub- 
lications. 

Because  the  function  of  the  series  has  not  al- 
ways been  kept  clear,  some  materials  intended 
and  designed  for  a popular  audience  have  been 
placed  in  the  working  tool  series.  In  other  in- 
stances, working  tool  materials  have  gone  out 
in  popular  series.  This  results  in  either  inade- 
quate or  inefficient  distribution,  or  both.  And 
it  may  deliver  to  one  audience  or  the  other  ma- 
terials not  needed  at  all  or  which  are  in  too 
much  or  too  little  detail  or  in  unsuitable  form 
one  way  or  another. 


Agency  series  serve  a useful  function.  One 
example  is  the  REA  bulletin  series  which  con- 
sist of  publications  for  borrower-cooperatives 
active  in  the  REA  program. 

On  the  other  hand,  a large  number  of  the 
estimated  2,500  agency  series  and  agency  un- 
numbered publications  should  properly  have 
been  published  in  official  Department  series, 
with  their  advantages  of  wider  availability  and 
greater  prestige,  especially  if  the  Department 
series  had  been  better  geared  to  the  needs. 

Farmers’  Bulletins,  Leaflets,  and  Home  and 
Garden  Bulletins  are  free  and  are  available  for 
distribution  by  Members  of  Congress.  Also 
they  are  widely  available  on  a free  basis  through 
the  Cooperative  Extension  Service.  Nearly 
all  of  them  emphasize  the  how-to-do-it  ap- 
proach. But  another  important  purpose  of 
popular  publications  is  to  make  information 
available  on  various  agricultural  and  home  eco- 
nomics subjects  and  programs.  Thus,  some  of 
the  Department’s  publications  that  serve  this 
purpose  are  unnumbered  or  in  series  other  than 
the  above-mentioned  categories,  and  are  not 
free  or  available  for  distribution  through  Mem- 
bers of  Congress  and  the  Extension  Service. 


EXHIBIT  I-A 

UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C. 

June  17,  1954 

MEMORANDUM  NO.  1359 
Agency  Annual  Reports 


One  of  the  first  tasks  of  the  Department  Publications  Review  Committee, 
appointed  in  Memorandum  No.  1349  dated  March  26,  was  to  review  the 
situation  with  respect  to  agency  annual  reports.  Because  of  the  approach- 
ing end  of  the  fiscal  year,  and  the  need  of  the  agencies  to  know  immediately 
of  any  change  in  the  Department’s  policy  on  annual  reports,  the  Committee 
gave  this  matter  early  attention. 

In  the  interest  of  reducing  the  number  and  size  of  publications  insofar  as 
practicable  and  of  eliminating  publications  of  limited  value,  it  has  been 
determined  that  the  Department’s  policy  regarding  the  preparation  of 
annual  reports  by  each  agency  or  service  should  be  modified. 

Effective  immediately  agency  annual  reports  to  the  Secretary  will  not  be 
required,  except  when  they  are  prescribed  by  law.  In  all  other  cases,  the 
head  of  each  agency  shall  determine  whether  administrative  needs  are 
such  as  to  warrant  the  preparation  of  an  annual  report  for  internal  use. 

In  those  instances  where  annual  reports  are  required  by  law,  the  agency, 
under  Section  103,  Public  Law  178,  83rd  Congress,  may  dispense  with  the 
printing  of  the  report,  provided  the  original  copy  is  on  file  and  available 
for  public  inspection  in  the  Office  of  the  Secretary  as  required  by  law. 

These  reports  shall  be  brief.  They  shall  be  confined  to  a concise  account 
of  work  done,  eliminating  administrative  details  and  lengthy  descriptive 
matter. 

Reports  will  be  printed  or  otherwise  processed  only  upon  determination  of 
the  agency  head  that  such  reproduction  is  necessary  to  meet  an  adminis- 
trative or  public  need,  and  on  approval  of  the  appropriate  Assistant  Secre- 
tary or  group  director. 

The  Administrative  Regulations  are  being  modified  to  reflect  this  policy. 


EXHIBIT  I-B 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C. 

July  2,  1954 


MEMORANDUM  NO.  1360 

Publication  of  Department  Directory  of  Organization 
and  Field  Activities 


Policy.  After  consideration  by  the  Department  Publications  Review 
Committee,  a policy  has  been  adopted  providing  for  annual  issuance  of 
the  “Directory  of  Organization  and  Field  Activities  of  the  Department 
of  Agriculture.”  Publication  annually  should  make  the  directory  a 
more  serviceable  reference  document  and  of  greater  value  to  the  public 
in  transacting  business  with  the  Department.  Annual  issuance  will  also 
obviate  need  for  publication  of  agency  directories  by  providing  for  revi- 
sion at  more  frequent  intervals  to  keep  the  information  current. 

Responsibilities.  Staff  office  leadership  in  the  planning  and  preparation 
of  material  for  the  directory  is  assigned  to  the  Office  of  Personnel  which 
will  (a)  prepare  instructions  to  agencies  prescribing  the  type  of  material 
to  be  furnished  describing  their  functions  and  organization,  (b)  provide  a 
chart  illustration  of  the  Department’s  organization  together  with  explan- 
atory text,  and  (c)  assemble  and  organize  directory  material  for 
publication. 

The  Office  of  Information  will  have  responsibility  for  (a)  cover  design, 

(b)  title  page,  (c)  table  of  contents,  (d)  key  to  abbreviations,  and  (e)  final 
arrangements  for  publication. 

Discontinuance  of  Agency  Directories.  Publications  heretofore  printed, 
multilithed  or  produced  by  “offset”  processes  to  serve  as  agency  direc- 
tories will  be  discontinued.  It  is  intended  that  essential  information 
about  agency  key  personnel  and  field  office  locations  be  included  in  the 
Department  directory.  Where  it  is  found  to  be  necessary  for  internal 
administrative  purposes,  mimeographed  listings  of  agency  personnel  and 
office  locations  may  be  prepared,  provided  they  are  maintained  on  an 
individual  office  or  regional  basis. 

Agency  Representatives.  Each  agency  head  shall  designate  a person  in 
his  agency  who  shall  be  responsible  for  the  preparation,  editing,  arrange- 
ment, correctness,  and  timely  submission  of  material  for  the  directory. 
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Such  designation  should  be  made  immediately  in  order  that  early 
arrangements  can  be  completed  for  the  issuance  of  a 1955  directory 
to  be  ready  for  distribution  the  latter  part  of  this  year. 

Agency  heads  shall  notify  the  Director  of  Personnel  of  the  person 
designated  as  directory  representative  for  the  agency. 


EXHIBIT  II 


Summary  Outline  on  Series 

Present  Department  Series 


Farmers’  Bulletins. 

Technical  Bulletins. 

Statistical  Bulletins. 

Circulars. 

Leaflets. 

Home  and  Garden  Bulletins. 

Agriculture  Information  Bulletins. 
Agriculture  Handbooks. 

Agriculture  Monographs. 

Marketing  Research  Reports. 

Lists  of  the  Office  of  Information. 

Seed  and  Plant  Introduction  Inventory. 
Soil  Survey  Reports. 

Yearbook  and  Separates. 

Annual  Reports  of  the  Secretary. 
Annual  Reports  of  Heads  of  Agencies. 
Service  and  Regulatory  Announcements. 
Discussion  Series. 

Forest  Resource  Reports. 

Indexes  and  Reference  Lists. 

Program  Aids. 

Bibliographical  Bulletins. 

Foreign  Agriculture  Bulletins. 
Hydrological  Bulletins. 


Recommended  Department  Series 
Farmers’  Bulletins. 

Technical  Bulletins. 

Statistical  Bulletins. 

Leaflets. 

Home  and  Garden  Bulletins. 

Agriculture  Information  Bulletins. 
Agriculture  Handbooks. 


Soil  Survey  Reports. 
Yearbook  of  Agriculture. 


Service  and  Regulatory  Announcements. 
Forest  Resource  Reports. 

Program  Aids. 


(Research  Reports)  : 

Marketing  Research  Reports. 
Production  Research  Reports. 
Utilization  Research  Reports. 
Miscellaneous  Publications. 


ask  of  Agriculture 

ose. — To  make  available,  on  the  basis  of  need  and 
t,  an  authoritative  and  comprehensive  treatment  of 


Exhibit  1 1 1 — 1 

Farmers*  Bulletins 

Purpose. — To  give  farmers,  ranchers,  and  others  us 

information  on  agriculture,  presented  so  that  they  _ 

readily  read,  understand,  and  apply  the  information ,h  (ievei0pments  on  an  important  agricultural  sub- 

Audience. — Primarily  farmers  and  ranchers. 

Content. — Agricultural  subjects  of  widespread  lute  ence — Farmers,  agricultural  students  and  instruc- 
coming  properly  within  the  range  of  Department  ac 
ties.  These  bulletins  will  emphasize  the  practical  a] 
cation  of  agricultural  information,  stressing  direct 
and  recommendations. 
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orkers  in  agriculture  and  others. 
ent. — Comprehensive  information  on  a particular 
tural  subject  from  research  specialists  in  the  De- 
nt, Land-Grant  Colleges,  and  other  cooperators. 


Presentation. — Concise,  nontechnical  and  populaijew^a^on — popular,  with  a minimum  of  technical 
style,  readable.  Illustiations  should  inteipret  the  ^ gQ  facilitate  use  by  farmers. 

" pat. — Book. 

(57/8"  x 9Vs  ) PreferVi&Mf(0)l. — To  Congress  as  specifically  required  by 
| the  basis  (since  1933)  of  550  to  each  Senator  and 
Senate  officers,  and  400  to  each  Representative 
tain  House  officers.  Department  distribution 
jly  12,000  copies)  is  limited  to  workers  in  the  De- 
ent  and  to  certain  libraries,  educational  institutions, 
ating  State  extension  and  experiment  station  work- 
h sale  by  the  Superintendent  of  Documents  to  all 


ject  and,  if  possible,  shorten  the  text. 

Format. — “Document”  size, 
not  over  16  pages. 

Distribution. — Free:  through  Members  of  Congr 
through  State  and  county  Extension  offices ; from  U 
On  sale  by  the  Superintendent  of  Documents. 


i Ser 
■^ertai 


Exhibit  III— 2 

H@me  and  Garden  Bulletins 

Purpose. — To  give  the  public,  including  gardeners,  htj 
makers,  and  suburbanites,  useful  information  on  i 
culture,  homemaking,  and  nutrition,  presented  so  ^jjjs 
they  can  readily  read,  understand,  and  apply  the  in 
mation. 

Audience. — Primarily  farm  and  home  gardeners 
urbanites,  and  rural  and  urban  homemakers. 

Content. — Home  and  garden  subjects  of  widespreatjtertce. — Individuals  affected  by  the  programs, 
terest  coming  properly  within  the  range  of  Depart# ent. — Information  on  programs  of  individual  agen 
activities,  including  such  subjects  as  home  buildin 
ing  vegetables,  flowers,  and  fruit  for  home  use ; lature. 

trolling  insect  pests  in  home  and  garden.  These  built  entation. — Concise,  popular,  readable, 
will  emphasize  the  j>ractical  application  of  such  subiaf 
matter,  stressing  directions  and  recommendations. 

Presentation. — Concise,  nontechnical  and  populated, 
style,  readable.  Illustrations  should  interpret  the  i 
ject,  and,  if  possible,  shorten  the  text. 
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iosc. — To  publish  information  as  needed  on  current 
|ms  of  the  Department  in  order  to  further  the  pur- 
pf  these  programs. 


gf  several  agencies,  or  programs  of  a Department- 


Flexible. 

ribution. — Free,  immediate,  and  widespread  to  those 


Format. — Flexible,  preferably  not  over  16  pages. 
Distribution. — Similar  to  Farmers'  Bulletins. 

Exhibit  III— 3 


Leaflets 

Purpose- 

of  the  kinds  of  information  suitable  for  Farmers’  'tent. — Notices  of  judgment,  decisions,  and  other  in- 
letins  or  Home  and  Garden  Bulletins,  but  capable  oltion  which  it  may  be  necessary  to  publish  in  the  en- 


-To  give  the  public  especially  brief  statein 


Exhibit  111-15 
e and  Regulatory  Announcements 

lose. — To  publish  information  as  needed  in  the  en- 
lent  and  administration  of  regulatory  acts. 
ience. — Professional  and  technical  workers  in  agri- 
s ; State  officials ; persons  in  business  and  industry 
ned  with  the  subject  matter  of  the  announcements. 


ing  presented  in  from  1 to  8 pages. 


Audience. — Same  as  for  Farmers'  Bulletins  or  i&entation. — Technical  or  legal 


and  Garden  Bulletins. 


lent  of  regulatory  acts. 


nat. — “Document”  size  (5%"  x9%”). 


Content. — Same  as  for  Farmers’  Bulletins  or  Home) ribution. — Free  distribution  to  professional  and 
Garden 
presentation 

Presentation. — Concise,  nontechnical,  and  populaii  announcements  may  be  suitable  for  further  distri- 
st.vle,  readable.  Illustrations  should  interpret  the  ! on  sale  by  the  Superintendent  of  Documents. 


Bulletins,  but  adaptable  to  especially  ijoal  workers,  State  officials,  and  persons  who  need 
ation.  reached  in  the  administration  of  regulatory  acts ; 


ject,  and,  if  possible,  shorten  the  text. 


K — The  issuance  of  Service  and  Regulatory  An- 


Format. — Flexible,  but  preferably  single  sheets  or  j?ments  will  not  preclude  the  publication  in  other 
ers ; if  pages  are  stitched  or  glued  together,  length  of  notices  of  judgment  or  quarantine;  or  decisions, 


not  exceed  8 pages. 

Distribution. — Similar  to  Farmers’  Bulletins. 


j,  or  other  announcements  that  require  immediate 
ation  or  are  necessary  for  the  proper  enforcement 
ulatory  acts. 


Exhibit  111-16 

llaneous  Publications 


Exhibit  III— 4 

Agriculture  information  Bulletins 

Purpose. — To  publish  information  of  a more  special^ 

Home  and  Garden  Bulletin,  or  Leaflet  series,  making  pose. — To  publish  essential  information,  including 
character  than  that  included  in  the  Farmers’  Bullfl  reports,  not  adapted  to  inclusion  in  any  one  of 
information  available  to  the  urban  or  rural  public. 

Audience. — Rural,  suburban,  or  urban  people  or  gro 
Content. — Information  of  a more  specialized  or  it  ent. — May  include  special  reports,  directories, 


her  Department  series. 

ience. — Depending  on  the  specific  publication. 


complete  character  or  information  issued  for  a 
specific  audience  or  purpose  than  that  included  in 
Farmers’  Bulletin,  Home  and  Garden,  or  Leaflet  serit 
Presentation. — Popular,  nontechnical 
Format. — Flexible. 

Distribution. — Free  to  selected  groups  of  professi 


gs,  bibliographies,  reference  lists,  and  other  ma- 
which  do  not  readily  fit  into  one  of  the  other 


ten  ta  iron . — Variable. 
mat. — Flexible. 

ribution. — Planned  to  suit  the  specific  publication, 


and  technical  workers,  educators,  libraries,  and  occluding  wherever  possible  sales  by  the  Superin- 
cooperators ; on  sale  by  the  Superintendent  of  Doeunmt  of  Documents. 
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Exhibit  111— 1 

Farmers'  Bulletins 

Purpose. — To  give  farmers,  ranchers,  and  others  useful 
information  on  agriculture,  presented  so  that  they  can 
readily  read,  understand,  and  apply  the  information. 

Audience. — Primarily  farmers  and  ranchers. 

Content. — Agricultural  subjects  of  widespread  interest 
coming  properly  within  the  range  of  Department  activi- 
ties. These  bulletins  will  emphasize  the  practical  appli- 
cation of  agricultural  information,  stressing  directions 
and  recommendations. 

Presentation. — Concise,  nontechnical  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject and.  if  possible,  shorten  the  text. 

Format. — “Document”  size.  (5%"  x 9%")  preferably 
not  over  16  pages. 

Distribution. — Free:  through  Members  of  Congress; 
through  State  and  county  Extension  offices ; from  USDA. 
On  sale  by  the  Superintendent  of  Documents. 

Exhibit  MI-2 

Home  and  Garden  Bulletins 

Purpose. — To  give  the  public,  including  gardeners,  home- 
makers, and  suburbanites,  useful  information  on  agri- 
culture, homemaking,  and  nutrition,  presented  so  that 
they  can  readily  read,  understand,  and  apply  the  infor- 
mation. 

Audience. — Primarily  farm  and  home  gardeners,  sub- 
urbanites, and  rural  and  urban  homemakers. 

Content. — Home  and  garden  subjects  of  widespread  in- 
terest coming  properly  within  the  range  of  Department 
activities,  including  such  subjects  as  home  building;  grow- 
ing vegetables,  flowers,  and  fruit  for  home  use ; con- 
trolling insect  pests  in  home  and  garden.  These  bulletins 
will  emphasize  the  practical  application  of  such  subject 
matter,  stressing  directions  and  recommendations. 

Presentation. — Concise,  nontechnical  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject, and,  if  possible,  shorten  the  text. 

Format. — Flexible,  preferably  not  over  16  pages. 

Distribution. — Similar  to  Farmers’  Bulletins. 

Exhibit  III— 3 

Leaflets 

Purpose. — To  give  the  public  especially  brief  statements 
of  the  kinds  of  information  suitable  for  Farmers’  Bul- 
letins or  Home  and  Garden  Bulletins,  but  capable  of  be- 
ing presented  in  from  1 to  8 pages. 

Audience. — Same  as  for  Farmers'  Bulletins  or  Home 
and  Garden  Bulletins. 

Content. — Same  as  for  Farmers’  Bulletins  or  Home  and 
Garden  Bulletins,  but  adaptable  to  especially  brief 
presentation. 

Presentation. — Concise,  nontechnical,  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject, and,  if  possible,  shorten  the  text. 

Format. — Flexible,  but  preferably  single  sheets  or  fold- 
ers ; if  pages  are  stitched  or  glued  together,  length  may 
not  exceed  8 pages. 

Distribution. — Similar  to  Farmers’  Bulletins. 

Exhibit  III— 4 

Agriculture  Information  Bulletins 

Purpose. — To  publish  information  of  a more  specialized 
Home  and  Garden  Bulletin,  or  Leaflet  series,  making  such 
character  than  that  included  in  the  Farmers’  Bulletin, 
information  available  to  the  urban  or  rural  public. 

Audience. — Rural,  suburban,  or  urban  people  or  groups. 

Content. — Information  of  a more  specialized  or  more 
complete  character  or  information  issued  for  a more 
specific  audience  or  purpose  than  that  included  in  the 
Farmers’  Bulletin,  Home  and  Garden,  or  Leaflet  series. 

Presen tati on . — Popular,  non techn i ca  1 . 

Format. — Flexible. 

Distribution. — Free  to  selected  groups  of  professional 
and  technical  workers,  educators,  libraries,  and  other 
cooperators;  on  sale  by  the  Superintendent  of  Documents. 


Exhibit  III— 5 

Agriculture  Handbooks 

Purpose. — To  publish  manuals  of  information  on  agri- 
culture and  home  economics  needed  by  professional  or 
technical  workers  in  these  fields. 

Audience. — Primarily  professional  or  technical  workers 
in  agriculture  and  related  fields. 

Content. — Reference  or  working-tool  information,  in- 
cluding guides,  specifications,  glossaries  of  terms,  and 
lists  of  plants  and  animals. 

Presen  tat  ion. — Flexible. 

Format. — Flexible. 

Distribution. — Free  to  selected  groups  of  professional 
or  technical  workers  and  key  libraries;  on  sale  by  the 
Superintendent  of  Documents. 

Exhibit  III— 6 

Technical  Bulletins 

Purpose. — To  publish  substantial  original  contributions 
to  scientific  or  technical  knowledge  so  that  this  knowledge 
may  be  available  for  adaptation,  demonstration  and  use 
in  the  laboratory,  on  the  farm,  or  in  the  factory. 

Audience. — Primarily  scientists,  specialists,  and  ad- 
vanced students. 

Content. — Usually  the  full,  final  report  of  a research 
project  or  of  a major  segment  of  a large  research  project ; 
material  carrying  the  highest  scientific  authority. 
Presentation. — Scientific  report  style. 

Format. — “Document”  size  (5"%"  x 9Vfc"). 

Distribution. — Limited  free  distribution  to  scientists 
and  specialists  in  the  field  and  to  key  libraries,  etc. ; on 
sale  by  the  Superintendent  of  Documents. 

Exhibit  III— 7 

RESEARCH  REPORTS 
Marketing  Research  Reports 

Purpose. — To  make  available  semitechnical  or  serni- 
popular  information  resulting  from  marketing  research. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  related  fields,  especially  those  concerned 
with  transporting,  processing  and  marketing  farm  prod- 
ucts. 

Content. — Reports  of  marketing  research,  including 
reports  on  less  complete  research  projects  than  are 
reported  in  the  Technical  Bulletin  series. 

Presentation. — Popular  or  semitechnical  with  emphasis 
on  the  application  of  the  information  in  the  marketing  of 
farm  products. 

Form  a t. — Flexible. 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests,  and 
specialized  operators  and  growers ; key  libraries,  etc. ; on 
sale  by  the  Superintendent  of  Documents. 

Exhibit  111-8 

RESEARCH  REPORTS 
Production  Research  Reports 

Purpose.—' To  make  available  semitechnical  or  semi- 
popular  information  resulting  from  production  research. 

Audience. — Professional  and  technical  workers  in 
agriculture  and  related  fields,  especially  those  concerned 
with  the  production  of  farm  products. 

Content. — Reports  of  production  research,  including  re- 
ports on  less  complete  research  projects  than  are  reported 
in  the  Technical  Bulletin  series. 

Presentation. — Popular  or  semitechnical  with  empha- 
sis on  the  application  of  the  information  in  the  production 
of  farm  products. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests,  and 
specialized  operators  and  growers ; key  libraries,  etc. ; on 
sale  by  the  Superintendent  of  Documents. 


Exhibit  111-9 

RESEARCH  REPORTS 
Utilization  Research  Reports 

Purpose. — To  make  available  semitechnical  or  semipop- 
ular  information  resulting  from  utilization  research. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  related  fields,  especially  those  concerned  with 
utilization  of  farm  products. 

Content. — Reports  of  utilization  research,  including  re- 
ports on  less  complete  research  projects  than  are  reported 
in  the  Technical  Bulletin  series. 

Presentation. — Popular  or  semitechnical  with  emphasis 
on  the  application  of  the  information  in  the  utilization  of 
farm  products. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests, 
and  specialized  operators  and  growers  ; key  libraries,  etc. ; 
on  sale  by  the  Superintendent  of  Documents. 


Exhibit  111-10 

Soil  Survey  Reports 

Purpose. — To  publish  the  findings  of  soil  surveys. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  soil  science  and  farmers  in  the  areas  sur- 
veyed. 

Content. — Reports  of  soil  surveys,  including  soils  maps, 
soils  descriptions,  productivity  estimates,  management 
suggestions,  and  technical  discussions  of  the  soil  morph- 
ology and  relation  of  soils  to  the  major  soil  groups. 

Presentation. — Nontechnical  except  for  discussion  of 
soil  morphology. 

Forma  t. — Flexible. 

Distribution. — Limited  free  distribution  by  the  Depart- 
ment to  professional  and  technical  workers  and  key 
libraries ; free  distribution  by  Members  of  Congress  under 
U.  S.  C.  44',  section  290;  on  sale  by  the  Superintendent 
of  Documents. 

Exhibit  111-11 

Forest  Resource  Reports 

Purpose. — To  publish  economic  information  on  forest 
resources. 

Audience. — Forest  products  industry  managers,  persons 
interested  in  economic  planning,  Federal,  State,  and  local 
government  agencies. 

Content. — Information  on  forest  resources,  including 
inventories,  data  on  utilization  of  the  resources,  and 
requirements  for  forest  products. 

Presentation. — Technical  report  style  but  as  readable 
as  possible  to  facilitate  use  by  the  layman. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  to  State  for- 
estry agencies  ; forestry  schools ; forest  industries ; Fed- 
eral, State,  and  local  government  agencies;  and  key 
libraries;  on  sale  by  the  Superintendent  of  Documents. 

Exhibit  MI-12 

Statistical  Bulletins 

Purpose. — To  publish  needed  statistics  on  agriculture 
obtained  and  compiled  as  part  of  the  Department  s work. 

.4. udienee. — Professional  and  technical  workers  and 
groups  in  agriculture,  business,  industry,  and  education. 

Content. — Statistics  on  such  subjects  as  production, 
movement  from  the  farm,  receipts  at  principal  markets, 
reshipments,  farm  and  market  prices,  exports  and  im- 
ports, production  of  foreign  countries,  and  foreign-market 
prices. 

Presentation. — Largely  tabular. 

Format.— Flexible,  but  usually  7%"  x lOVi". 

Distribution.— Limited  free  distribution  to  professional 
and  technical  workers  and  libraries;  on  sale  by  the 
Superintendent  of  Documents. 


Exhibit  111-13 

Yearbook  of  Agriculture 

Purpose. — To  make  available,  on  the  basis  of  need  and 
interest,  an  authoritative  and  comprehensive  treatment  of 
research  developments  on  an  important  agricultural  sub- 
ject. 

Audience. — Farmers,  agricultural  students  and  instruc- 
tors, workers  in  agriculture  and  others. 

Content. — Comprehensive  information  on  a particular 
agricultural  subject  from  research  specialists  in  the  De- 
partment, Land-Grant  Colleges,  and  other  cooperators. 

Presentation. — Popular,  with  a minimum  of  technical 
material  so  as  to  facilitate  use  by  farmers. 

Format. — Book. 

Distribution. — To  Congress  as  specifically  required  by 
law  on  the  basis  (since  1933)  of  r>50  to  each  .Senator  and 
certain  Senate  officers,  and  400  to  each  Representative 
and  certain  House  officers.  Department  distribution 
(usually  12,000  copies)  is  limited  to  workers  in  the  De- 
partment and  to  certain  libraries,  educational  institutions, 
cooperating  State  extension  and  experiment  station  work- 
ers ; on  sale  by  the  Superintendent  of  Documents  to  all 
others. 

Exhibit  111—14 

Program  Aids 

Purpose. — To  publish  information  as  needed  on  current 
programs  of  the  Department  in  order  to  further  the  pur- 
poses of  these  programs. 

Audience. — Individuals  affected  by  the  programs. 
Content. — Information  on  programs  of  individual  agen- 
cies or  several  agencies,  or  programs  of  a Department- 
wide nature. 

Presentation. — Concise,  popular,  readable. 

Format. — Flexible. 

Distribution. — Free,  immediate,  and  widespread  to  those 
concerned. 

Exhibit  111-15 

Service  and  Regulatory  Announcements 

Purpose. — To  publish  information  as  needed  in  the  en- 
forcement and  administration  of  regulatory  acts. 

Audience. — Professional  and  technical  workers  in  agri- 
culture ; State  officials ; persons  in  business  and  industry 
concerned  with  the  subject  matter  of  the  announcements. 

Content. — Notices  of  judgment,  decisions,  and  other  in- 
formation which  it  may  be  necessary  to  publish  in  the  en- 
forcement of  regulatory  acts. 

Presentation. — Technical  or  legal. 

Format. — “Document”  size  (5%"  x9Vk"L 
Distribution. — Free  distribution  to  professional  and 
technical  workers,  State  officials,  and  persons  who  need 
to  be  reached  in  the  administration  of  regulatory  acts; 
certain  announcements  may  be  suitable  for  further  distri- 
bution on  sale  by  the  Superintendent  of  Documents. 

Note. — The  issuance  of  Service  and  Regulatory  An- 
nouncements will  not  preclude  the  publication  in  other 
forms  of  notices  of  judgment  or  quarantine ; or  decisions, 
orders,  or  other  announcements  that  require  immediate 
publication  or  are  necessary  for  the  proper  enforcement 
of  regulatory  acts. 

■ Exhibit  MI-16 

Miscellaneous  Publications 

Purpose. — To  publish  essential  information,  including 
special  reports,  not  adapted  to  inclusion  in  any  one  of 
the  other  Department  series. 

Audience. — Depending  on  the  specific  publication. 
Content. — May  include  special  reports,  directories, 
catalogs,  bibliographies,  reference  lists,  and  other  ma- 
terials  which  (lo  not  readily  lit  into  one  of  the  other 
series. 

Presentation. — Variable. 

Form  a t. — Flexible. 

Distribution. — Planned  to  suit  the  specific  publication, 
and  including  wherever  possible  sales  by  the  Superin- 
tendent of  Documents. 
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EXHIBIT  IV 


STATEMENT  ON  PUBLICATIONS  POLICY  AND  CONTROL 

Excerpt  from  Secretary’s  Memorandum  No.  1348,  March  26,  1954 


Publications  Policy  and  Control. — (a)  Re- 
sponsibility for  editing,  clearance  and  control  of 
all  publications  of  the  Department,  which  has 
heretofore  been  exercised  in  part  by  the  Office 
of  Information  and  in  part  delegated  to  the 
agencies,  is  assigned  as  follows: 

Responsibility  for  policy  clearance  and  con- 
trol of  publications,  both  printed  and  processed, 
is  vested  in  the  Office  of  Information. 

Responsibility  for  detailed  editing  of  manu- 
scripts for  publication,  both  printed  or  other- 
wise processed,  is  vested  in  the  Department 
agencies. 

( b ) A Department  committee  is  established 
to  review  all  the  publications  of  the  Depart- 
ment (both  printed  or  otherwise  processed) 
now  being  issued  or  stocked,  and  to  recommend 
areas  for  reducing  the  number  and  size  of  pub- 
lications. The  committee,  in  its  review,  will 
give  especial  attention  to  the  problem  of  inte- 
grating Department  publications  with  the 
needs  and  publications  programs  of  the  Land 
Grant  Colleges,  and  with  those  of  private  in- 
dustry in  agriculture  and  related  fields.  The 


committee  will  study  the  desirability  and  prac- 
ticability of  putting  a larger  proportion  of  the 
Department’s  publications  on  a sales  basis,  of 
combining  existing  publications  when  advis- 
able, and  of  eliminating  publications  of  limited 
or  dubious  value. 

(c)  Each  agency  shall  establish  on  a continu- 
ing basis  a Publications  Committee  to  plan  and 
review  the  agency’s  publications  program.  It 
shall  be  the  function  of  each  such  committee 
to  recommend  the  publications  needs  of  the 
agency,  to  approve  plans  for  publication  prep- 
aration and  distribution  before  manuscripts  are 
written,  to  consider  the  relationship  of  proposed 
publications  to  Land  Grant  College  needs  and 
utilization,  and  to  determine  that  the  proposed 
publications  do  not  duplicate  known  existing 
publications  issued  by  private  industry.  The 
Office  of  Information  shall  be  represented  on 
these  agency  committees,  and  such  representa- 
tive shall  consult  currently  with  the  Federal 
Extension  Service  on  the  publications  plan  and 
program  of  each  agency. 


EXHIBIT  V 

UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C. 

March  26,  1954 


MEMORANDUM  NO.  1349 
Department  Publications  Review  Committee 


The  following  are  designated  members  of  the  Department  Publications 
Review  Committee,  established  by  Secretary’s  Memorandum  No.  1348: 

J.  Earl  Coke,  Assistant  Secretary  (Chairman) 

Clarence  M.  Ferguson,  Extension  Service 

R.  E.  McArdle,  Forest  Service 

Robert  D.  McMillen,  Office  of  the  Secretary 

Ralph  S.  Roberts,  Administrative  Assistant  Secretary 

Byron  T.  Shaw,  Agricultural  Research  Service 

R.  L.  Webster,  Office  of  Information 

Oris  V.  Wells,  Agricultural  Marketing  Service 

This  Committee  is  established  to  conduct  a thorough  review  of  all  the 
publications  of  the  Department  (both  printed  or  otherwise  processed)  now 
being  issued  or  stocked,  and  to  recommend  areas  for  reducing  the  number 
and  size  of  publications.  The  Committee,  in  its  review,  shall  give 
especial  attention  to  the  problem  of  integrating  Department  publications 
with  the  needs  and  publications  programs  of  the  Land  Grant  Colleges,  and 
with  those  of  private  industry  in  agriculture  and  related  fields.  The  Com- 
mittee will  study  the  desirability  and  practicability  of  putting  a larger 
proportion  of  the  Department’s  publications  on  a sales  basis,  of  combining 
existing  publications  when  advisable,  and  of  eliminating  publications  of 
limited  or  dubious  value. 

This  is  an  area  in  which  committees  of  Congress,  the  Bureau  of  the 
Budget,  and  cooperating  agricultural  agencies  are  interested,  and  I shall 
expect  the  Committee’s  review  to  achieve  results  fully  consonant  with 
the  Department  objectives  for  more  economy  and  greater  public  service. 

The  Department  Committee  is  authorized  to  call  upon  such  personnel  of 
the  Department  to  serve  on  subcommittees  as  it  deems  necessary  for  the 
expeditious  completion  of  the  publications  review. 

Although  the  review  contemplated  by  this  memorandum  constitutes  a 
formidable  task,  it  should  be  completed  within  the  next  several  months. 

If  deemed  desirable,  the  Committee  may  make  interim  reports. 


- 2 - 


Secretary’s  Memorandum  No.  1348  also  called  for  establishment  by 
each  agency  of  a Publications  Committee  to  plan  and  review  the  agency's 
publication  program.  In  view  of  the  great  importance  of  the  work  to  be 
undertaken  by  the  agency  committees,  I ask  that  the  agency  head,  or  an 
assistant  agency  head,  serve  as  chairman  of  this  committee,  which  should 
include  top  program,  information,  and  administrative  representatives. 

The  Director  of  Information  is  directed  to  supply  to  agencies  general  out- 
lines of  the  nature  and  scope  of  the  work  to  be  done  by  agency  committees. 


EXHIBIT  VI 


TITLES  ON  HAND  IN  GPO*  IN  THE  SEVERAL  DEPT.  SERIES 


APRIL  30,  1954 
APPROXIMATE  BREAKDOWN 


Agencies  may  also  have  some  on  hand  and  Suptof  Docs  has  some  others  tor  sale 


TYPE 

ARS  AMS  CEA  CSS  ENT 

ECS  ENA 

EAS  me 

TS 

/ NT  UR.  RERS  REA  SCS  PtO 

B<F  SOL 

SEC 

TOTALS 

FARMERS  BULLETINS 

5/5 

25 

22 

2 

17 

379 

LEAFLETS 

157 

13 

/ 

4 

70 

/ 

25 

/89 

HOME  t GAR.  BULLETINS 

32 

2 

/ 

35 

AGRI./NFO.  BULLETINS 

L4 

CO 

5 

6 

7 

/ 

9 

82 

AGR!  MONO.  SERIES 

/O 

2 

/ 

/ 

/4 

AGRI.HAN'BK.  SERIES 

15 

5 

/ 

8 

70 

2 

/ 

42 

A6RUNF0.  SERIES 

1 

CD/SCOA 

TINNED  SERIES) 

4 

AGR!  WAR.  INFO. 

3 

(DISCONTIk 

YUED  SERIES ) 

3 

BAI  ORDERS 

3 

3 

CURRENT  ANN.  REPTS. 

6 

/ 

/ 

/ 

I 

I 

f 

/ 

/ 

/ 

/ 

/ 

17 

mUO.  BULLETINS. 

3 

/ 

/ 

5 

10 

CIRCULARS 

U5 

75 

/ 

9 

7 

147 

PUB.  INDEXES 

8 

8 

TUB.  LISTS 

/ 

3 

4 

FOREST  RES.  REPORTS 

6 

6 

MARKTS.  RES.REPORTS 

/ 

53 

54 

MISC.  PUBLICATIONS 

25 

!5 

2 

2 

(D/SCOA/T/NUED 1 
L.  SERIES  ) 

6 

5 

2 

2 

59 

PROGRAM  AIDS 

/6 

23 

4 

10 

/ 

7 

8 

63 

PRINTED  PERIODICALS 

3 

5 

/ 

/ 

/ 

/ 

2 

7 

/ 

/ 

77 

POSTERS 

30 

8 

/ 

2 

4/ 

SOIL  SURVEYS 

357 

337 

STAR  BULLETINS 

/ 

NO 

5 

// 

/ 

38 

ACR7  STATIST  ICS 

/ 

/ 

TECH.  BULLET! NS 

156 

29 

8 

73 

786 

TITLE  PACES  /TABLES  OF CON. 

30 

30 

UNNUMBERED  TUBS. 

2 

5 

3 

/ 

6 

2 

79 

YEARBOOK  SEPARATES 

7 

7 

YEARBOOKS 

3 

3 

FOR.AGRL  BULLETINS 

/ 

7 

HYDRO.  BULLETINS 

( INACTIVE  SERIES  ) 
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$79 

28/\  7 

<9 

56 

/ 

/ 

22 

/ 

90 

55 

7 

/ 

5 

920 

/ 

2 

/ 

7,8/9 

EXHIBIT  VII 


SZRIXS 

AVERAGE 

XDITIOH 

so. 

Si 

JDIEHCE  DISTRIBOTIOH 

Farmers'  Bulletins 

21,500 

4 

ents  through  Members  of  Congress,  State 
apondence  addressed  to  the  Department  of 

Leaflets 

29,000 

2 

Home  and  Garden  Bulletins 

132,000 

1 

Sub- total 

9 

Agriculture  Information 
Bulls  tins 

14.650 

1 

ietributed  to  the  public  in  reply  to  requests 
s and  programs.  Forest  Resource  Reports  are 
Y schools  and  agency  regional  offices  only, 
echnlcal  or  semi-technical  nature  are  distrib- 
in  State  and  Federal  agricultural  experiment 
and  industry,  and  to  libraries.  Those  statle- 
eollege  and  Industry  specialists  concerned 
agricultural  products. 

Agriculture  Handbooks 

14,200 

Circulars 

5,800 

Statistical  Bulletins 

3.600 

Bibliographical  Bulletins 

4,400 

Forest  Resource  Reports 

7.500 

Marketing  Research  Rpte. 

3,000 

Sub-total 

1 

Technical  Bulletins 

4,000 

tate  and  Federal  Agricultural  experiment 
libraries,  and  industry. 

Agriculture  Monographs 

3.350 

Sub- total 

Miscellaneous  Pubs. 

(Discontinued  but  needed 

30.000 

tione  are  sent  to  farmers,  homemakers  and 
rese,  State  Extension  workers  and  in  reply 
es  of  distribution  are  made  with  both 
matter  content. 

Unnumbered  Publications 

5 ,000-10,000 

1 

Sub- total 

1 

Program  Aide 

20,000- 

2.600.000 

13agency  programs,  acreage  allotments,  o&rket- 
onservatlon,  etc. 

Lists  (Pop.) 

20,000-80,000 

7 

ted  solely  to  Members  of  Congress,  balanc® 
quests  received  in  the  Department  regarding 
sent  largely  dependent  upon  source  of  re- 
memaker,  general  public  or  from  technical 
rms,  etc. 

(Cong. ) 

1,000,000- 

7,000,000 

Indexes  (So  longer  being 
prepared) 

J.000 

ere  and  others  who  may  maintain  files  of 

Soil  Surveys 

2,600 

e Department  concerned  with  soil  work, 
the  public. 

Foreign  Agriculture 
Bulletins  (Inactive) 

2,000 

tations,  embassies  and  legation®,  agrlcul- 
1 public  restricted. 

Hydrologic  Bulletins 

( Inactive) 

3.500 

on  and  to  libraries  only.  Distribution 

Yearbook  of  Agriculture 

12,000 

bers  of  Congress.  Departmental  copies  are 
d in  research,  to  principal  collaborators, 
and  other  major  libraries  interested  la 

Agricultural  Statistics 

10,000 

Congress,  and  libraries. 

Annual  Reports 

2.300 

sted  in  agricultural  subjects,  agricultural 
griculture,  agricultural  college®  and  experi- 
ply  to  correspondence  received  in  the 
various  agencies. 

Posters 

30,000 

gency  field  offices,  etc.  depending  upon 
lly  restricted  on  requeete  from  individuals. 

PERIODICALS: 

Agricultural  Situation 

269.000 

3 

d extension  workers* 

Other  Printed  Periodicals 

qoo-2d . 600 

1 

largely  upon  subject  matter. 

4 

GRASD  TOTAL 

i 

39 

•'Aside  from  the  basic,  broad  legal  requirements  i 
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GROUPING  or  DEPARTMENT  PUBLICATION  SERIES  Tl'XTTTHTT  VTT 

TACTS  OH  DISTRIBUTION V 


SERIES 

AVERAGE 
EDIT I OH 

NO.  OF  COPIES 
DI STRIBUTED 
FISCAL  TEAR 
7933 

PERCENTAGE 
OF  TOTAL 
DISTRIBUTION 

SPECIFIC  LEGAL  REQUIREMENTS  RE  DISTRIBUTION 
AND  NO.  OF  COPIES** 

AUDIENCE  DISTRIBUTION 

Farmers'  Bulletins 

21.500 

4.832.451 

12.35* 

USC  7,  SEC  417  requires  4/5  of  nil  farmers'  bulletins 
printed  to  be  made  available  for  distribution  by 
Members  of  Congress  as  they  shall  direct. 

Distributed  by  Congress  - 4.659.043 

To  farmers,  homemakers,  and  urban  residents  through  Members  of  Congress,  State 
Extension  workers  and  in  reply  to  correspondence  addressed  to  the  Department  of 
Agriculture. 

Leaflets 

29.000 

2.077.628 

7.61 

Hobs  and  Garden  Bulletins 

132,000 

1,705.666 

4-37 

Sub- total 

9.515.845 

24.33 

Agriculture  Information 
Bulle  tins 

14.650 

1.054.561 

2.69 

Agriculture  Information  Bulletins  are  distributed  to  the  public  in  reply  to  requests 
for  information  on  Department  activities  and  programs.  Forest  Resource  Reports  are 
distributed  to  State  Foresters,  Forestry  schools  and  agency  regional  offices  only. 
Other  publications  in  this  group  of  a technical  or  semi-technical  nature  are  distrib- 
uted to  scientists  and  research  workers  in  State  and  Federal  agricultural  experiment 
stations.  State  agricultural  colleges,  and  industry,  and  to  libraries.  Those  statis- 
tical in  nature  are  sent  to  land-grant  college  and  industry  specialists  concerned 
with  production  and  marketing,  etc.  of  agricultural  products. 

Agriculture  Handbooks 

14.200 

lbS ,980 



Circulars 

5.800 

166. 810 

.43 

Statistical  Bulletins 

3.600 

61.543 

.16 

Bibliographical  Bulletins 

4,400 

16.748 

.04 

Forest  Resource  Reports 

7.300 

17.314 

.05 

Marketing  Research  Rpts. 

3,000 

112.651 

.29 

Sub- total 

1.598.609 

4.10 

Technical  Bulletins 

4,000 

67.705 

.17 

To  scientists  and  research  workers  in  State  and  Federal  Agricultural  experiment 
stations.  State  Agricultural  colleges,  libraries,  and  industry. 

Agriculture  Monographs 

3.330 

13.792 

^5 — 

Sub- total 

iitsff 

.21 

Miscellaneous  Pubs. 

(Discontinued,  but  needed 

30.000 

380.957 

.97 

Popularly  written  Miscellaneous  Publications  are  sent  to  farmers,  homemakers  and 
urban  residents  through  Members  of  Congress,  State  Extension  workers  and  in  reply 
to  correspondence,  otherwise  varied  types  of  distribution  are  made  with  both 
series,  depending  largely  upon  subject  matter  content. 

Unnumbered  Publications 

5 ,000-10,000 

1,139.37? 

2.Q1 

Sub- total 

1. 520.33& 

3.88 

Program  Aids 

20,000- 

2.500.000 

13.462.l6l 

34.35 

To  farmers  in  connection  with  specific  agency  programs,  acreage  allotments,  market- 
ing auotae.  lneect  pest  control,  soil  conservation,  etc. 

Lists  (Pop.) 

20.000-80,000 

7.906.391 

20.21 

USC  7,  SEC  417  requires  that  Members  of  Congress  shall 
be  notified  of  the  character  and  title  of  each  farm- 
ers' bulletin  made  available  for  congressional  distri- 
bution. (Congressional  lists  are  furnished  in  what- 
ever quantity  a Member  of  Congress  may  request). 

Distributed  by  Congress  - 7.843, 2J0 

Congressional  list  distribution  is  limited  solely  to  Members  of  Congress,  balance 
of  lists  are  distributed  in  reply  to  requests  received  in  the  Department  regarding 
publications  available.  Type  of  lists  sent  largely  dependent  upon  source  of  re- 
quest, that  is,  whether  from  farmer,  homemaker,  general  public  or  from  technical 
workers,  field  employees,  commercial  firms,  etc. 

(Cong. ) 

1,000,000- 

7,000,000 

Indexes  (Ho  longer  being 
prepared) 

3,000 

8,340 

.02 

Restricted  to  libraries,  Extension  workers  and  others  who  may  aalntaln  files  of 
Department  publications. 

Soil  Surreys 

2,600 

7.274 

.02 

USC  44,  SEC  290  requires  that  not  more  than  250  copies 
of  each  Soil  Survey  shall  be  made  available  to  each 
Senator  from  the  State  in  which  the  survey  was  made 
and  not  more  than  1,000  copies  for  each  Member  of 
Congress  in  whose  district  the  survey  was  made. 
(Congressional  copies  paid  for  from  Legislative  funds) 

To  Members  of  Congress,  employees  of  the  Department  concerned  with  soil  work, 
libraries,  and  on  a restricted  basis  to  the  public. 

Foreign  Agriculture 
Bulletins  (Inactive) 

2,000 

1.405 

.01- 

(.0035) 

To  libraries,  agricultural  experiment  stations,  embassies  and  legations,  agricul- 

Hydrologic  Bulletins 

3,500 

To  workers  In  soil  and  water  conservation  and  to  libraries  only.  Distribution 
restricted. 

Yearbook  of  Agriculture 

12,000 

12,000 

.03 

Printing  and  distribution  to  Members  of  Congress  re- 
quired by  language  included  in  annual  Agricultural 
Appropriation  Acts. 

Principal  free  distribution  through  Members  of  Congress.  Departmental  copies  are 
eent  to  key  Department  employees  engaged  in  research,  to  principal  collaborators, 
land-grant  college,  experiment  station,  and  other  major  libraries  Interested  in 
agricultural  subjects. 

Agricultural  Statistics 

10,000 

11 ,048 

.02 

Agencies  of  the  Department , Member,  of  Congress . mod  libraries. 

Annual  Reports 

2.300 

54.547 

.14 

See  Annual  Reports  for  various  legislative  require- 
ments on  distribution. 

To  large  libraries  and  llbrarle,  interested  lb  agricultural  subject*,  agricultural 
commissioners  of  State  Department*  of  Agriculture,  agricultural  college*  and  experi- 
ment stations,  field  etatlone  and  In  reply  to  correspondence  received  In  the 
Department  regarding  activities  of  the  various  agencies. 

Posters 

30,000 

240,273 

.62 

To  echoole , Industry,  health  cllnlce.  agency  field  office,,  etc.  depending  upon 
subject  natter.  Distribution  1,  generally  restricted  on  requests  from  Individual,. 

PXRIODICALS: 

8.21 

Crot>  reporters.  State  statisticians . and  extenelon  vorker,.  

EATltml tural  Situation 

Other  Printed  Periodical, 

000-24.400 

1 505.450 

-S-85  _ 

Varied  distribution  is  made,  dependent  largely  upon  subject  matter. 

Sab- total 

GRAND  TOTAL 

J 

4.718.450 

39,138,17* 

100.00* 

••Aside  fro.  th.  basic,  broad  legal  requirement.  relating  to  function.  of  th,  Department  of  Vr.  culture. 


. 


EXHIBIT  VIII 


A6ENCY  PBOC£SS£V  OP  PPIUTEO  PUBLICATIONS 
AND  P6PI0DICALS  AS  Of  MAT  18, 1954 

( Does  not  include  official  USVA  series  or  other  USDA  items  stocked  at  GPO) 


AGENCY 


NO.  OFDIFFFRENT 
SEMES 


NO.  or  mus  IN 
SERIES  {on  hand) 


NO.OF  TITLES  OF 
UN  NUMB.?  UBS. 
* (on  hand) 


TOTAL  NO.  Of 
PERIODICALS 


AGRL  RESEARCH  SEW/CE 


13 


766 


700 


■AGE!  MARKETING  SERVICE 


27  I 


121 


COMMODITY  EXCHANGE 


COMMODITY  STABILIZATION 


EXTENSION  SERVICE 


S 


/O 


-FARMERS  COOP.  SERVICE 


109 


FARMERS  NOME  ADM. 


FOREIGN  AGR/.  SERVICE 


S3 


T 


FED.  CROP  IMS.  CORE 


FOREST  cSFRViCE 


224 


94 


OFF/CE  OF  INFORMATION 


RURAL  ELEC.  ADM. 


/70 


SOIL  CONSERVATION  SEP. 


2S 


14 


PLANTAMD  OPERATIONS 


BUDGET AND  FINANCE 


SOLICITOR 


SECRETARY 


LIBRARY 


U 


OFFICE  OF  PERSONNEL 


L368 


U09  /48 


TOTALS 

TOTAL  NO.  OF  T/TLES  INCLUDIN6  PEP!  Ol>! CALS  2,625 

Y:  includes  posters  and  chants 


EXHIBIT  IX 


ANNUAL  mom  ISSUED  BY  USDA  FOB  FISCAL  YEABI953 


■Agencies  and  Staff  Offices 

Method of 
Reproduction 

Number  of 
Copies 

Number  of  Rages 

(/. VCLUDIN6  BLAHK  PAGC) 

Printing  Costs 

(TOTAL  $ 21,106. 6 6) 

AGRICULTURAL  RESEARCH  ADM N. 

PRINTED 

U 0 0 

500 

WOO  EST. 

AGRL  f iNDUST.CHEM 

// 

WOO 

84 

811 . 17 

ANIMAL  INDUSTRY 

// 

2,500 

128 

1,441.56 

DA/RY  INDUSTRY 

// 

woo 

28 

309  6 / 

■HUMAN  NUTRITION  1 HOME  EC. 

// 

/,400 

/6 

176.28 

PLANT  INDUSTRY 

// 

woo 

/32 

/,. 197.53 

ENT.  tr  PLANT  QUARANTINE 

// 

i. ,4  00 

88 

9/8.32 

OFFICE  Of  EXPERIMENT  STS. 

// 

1,000 

/6 

/23 .8/ 

AGRICULTURE  MARKETING  ACT 

// 

2,500 

/2 

/60./3 

AGRICULTURAL  ECONOMICS 

NONE 

COMMODITY  CREDIT  CORV. 

// 

2^500 

20 

301. 7 7 

COMMODITY  EXCH.  AUTHORITY 

// 

2500 

32 

423.13 

EXTENSION  SERVICE 

// 

8,000 

60 

1,3  08.84 

FARMERS  HOME  ADM N. 

// 

2500 

36 

504.94 

FEDERAL  CROP  INS.  CORP. 

// 

1,500 

28 

48/ . 04 

FOREIGN  AGP!  SERVICE 

A IIME06RAPHED 

300 

14  + COVER 

/8.  00 

FOREST  SERVICE 

PRINTED 

*2500 

60 

683.54 

PRODUCTION  4 MARKETING  ADM. 

// 

2,500 

U6 

i,2H  .70 

RURAL  ELECTRIFICATION  ADM. 

n 

2,500 

40 

624.05 

50/ L CONSERVATION  SERVICE 

// 

2500 

72 

939.24 

SECRETARY 

// 

5,000 

64  -t  COVER 

977.0/ 

OFFICE  OF  INFORMATION 

NONE 

L/PRARV 

PRINTED 

1,000 

8 

97.28 

OFFICE  OF  PERSONNEL 

// 

1,200 

36 

3SO.S9 

OFFICE  OF  PLANT  t OPERATIONS 

MULTILITHEV 

1,0  00 

24 

193.5/ 

OFF/CE  OF  THE  SOL! C/TOR 

PRINTED 

woo 

56 

464.63 

OFFICE  OF  BUDGET irF! NANCE 

// 

1,4-00 

56 

1,079.83 

VIRGIN  ISLAND  RES.  TEXT. 

(IN  PRESS) 

TO  00 

164.15  EST. 

AGR.  EXPERIMENT  STATIONS 

// 

4,500 

176  F COVER 

2,776.64  EST. 

PUERTO  RICO  EXP.  STATION 

PRINTED 

2,500 

32 

404.77 

* ALSO  //,  000  COPIES  OF  A 56  PAGE  EXCERPT  COSTING  $851.28 } 2/,000  COPIES 
OF  A 20  PAGE  EXCEPPT  COSTING  $782.3/ 


EXHIBIT  X 


SUBCOMMITTEES  OF  THE  DEPARTMENT  PUBLICATIONS  REVIEW  COMMITTEE 


COMMITTEE  ON  POPULAR  PUBLICATIONS 
( Publications  for  farm  families  and  other  mass  audiences) 
L.  A.  Schlup,  FES,  Chairman 
Kathryn  E.  Cronister,  ARS 
D.  G.  Hall,  ARS 
H.  P.  Mileham,  Inf. 

Dana  Parkinson,  FS 


COMMITTEE  ON  TECHNICAL  PUBLICATIONS 
(Publications  for  highly  technical,  scientific,  and  academic  audiences) 

E.  G.  Moore,  ARS,  Chairman 
R.  T.  Hall,  FS 
E.  E.  Houseman,  AMS 
H.  C.  Knoblauch,  ARS 
Ruth  Nordin,  SCS 


COMMITTEE  ON  INTERMEDIATE  AND  MISCELLANEOUS  PUBLICATIONS 
(Publications  for  Professional,  Business,  Technical,  General,  and  Special  Audiences) 
D.  H.  Simms,  SCS,  Chairman 
Ralph  Fulghum,  FES 
J.  B.  Hasselman,  CSS 
R.  A.  Hollis,  Inf. 

W.  P.  Meyer,  ARS 
Kermit  Overby,  REA 


COMMITTEE  ON  PERIODICALS 
(Periodicals  for  Special  or  General  Audiences) 

Franklin  Thackrey,  AMS,  Chairman 

J.  H.  McCormick,  Inf. 

K.  W.  Olson,  FAS 
R.  O.  Scott,  FES 
Beryle  E.  Stanton,  FCS 


EXHIBIT  XI 


SUGGESTIONS  FOR  POLICY  AND  PROCEDURE  ON  FREE  DISTRIBUTION,  SALES  DISTRIBUTION,  AND 

“AUTOMATIC”  DISTRIBUTION  OF  PERIODICALS 


In  determining  who  shall  or  shall  not  get 
periodicals  free,  particular  attention  should  be 
paid  toward  development  of  a policy  for  han- 
dling requests  made  through  Congressmen  from 
individuals  or  organizations  who  would  other- 
wise be  unable  to  get  the  particular  publication 
free. 

As  a suggestion,  free  distribution  of  periodicals 
might  be  limited  to:  Governmental  employees 
(Federal,  State,  or  local)  who  express  an  inter- 
est in  agriculture;  individuals  or  groups  cooper- 
ating with  the  USDA  in  some  of  its  activities  or 
programs;  educational  organizations  and  infor- 
mation media  who  will  further  disseminate  in- 
formation contained  in  such  periodicals;  repre- 
sentatives of  foreign  governments  or  citizens  of 
foreign  countries  on  an  exchange  basis,  or  in 
furtherance  of  some  program  of  the  United 
States  Government. 

And  as  a further  suggestion,  free  distribution 
should  be  put  on  an  individual  request  basis  (a 
specific  mailing  list  for  that  one  periodical)  with 
the  following  exceptions: 

(1)  A periodical  may  be  sent  automatically 
to  employees  of  the  U.  S.  Government  falling 
into  any  particular  category,  at  the  request  of 
the  agency  supervising  those  employees  and 
with  the  concurrence  of  the  agency  publishing 
the  periodical ; but  the  supervisory  agency  must 
review  the  needs  of  its  employees  in  a particular 
category  to  get  each  specific  periodical  sent  to 
them  automatically.  The  supervisory  agency 
must  renew  its  request  to  the  agency  publishing 
the  periodical,  following  such  a review,  at  least 
once  each  year.  And  the  supervisory  agency 
must  notify  its  employees,  at  least  once  each 
year,  of  the  requests  it  has  made  or  renewed  for 
periodicals  to  be  sent  automatically  to  those 
employees. 

(2)  Similar  arrangements  may  be  made  by 
the  Office  of  Experiment  Stations  to  send  pe- 
riodicals to  certain  classes  of  employees  of  State 


Agricultural  Experiment  Stations;  by  the  Fed- 
eral Extension  Service  to  send  periodicals  auto- 
matically to  specified  classes  of  employees  of 
the  State  Agricultural  Extension  Services;  by 
the  Office  of  Information  to  send  periodicals  to 
certain  classes  of  communications  media ; by  the 
Foreign  Agricultural  Service  to  send  periodicals 
to  representatives  of  foreign  governments  in  the 
U.  S.  and  to  representatives  of  either  the  U.  S. 
or  foreign  governments  in  foreign  countries  ex- 
cept for  libraries;  and  by  the  USDA  Library  to 
send  periodicals  automatically  to  U.  S.  or  for- 
eign libraries.  However,  in  all  such  instances 
the  requests  must  be  reviewed  annually  and  re- 
newed annually  and  the  recipients  must  be  in- 
formed annually  of  the  decision  made,  by  the 
agency  responsible  for  reviewing  or  renewing  the 
request  after  it  obtains  the  concurrence  of  the 
agency  publishing  the  periodical. 

(3)  Periodicals  may  be  mailed  automatically 
to  other  persons  or  organizations  cooperating 
with  the  USDA,  in  any  of  its  programs,  if  the 
agency  administering  such  programs  determines 
that  it  is  in  the  public  interest  to  do  so,  and  de- 
termines that  it  is  impractical  to  make  such  co- 
operating individuals  or  organizations  request 
the  publication  individually  each  year.  This 
too,  is  subject  to  concurrence  of  the  agency  pub- 
lishing the  periodical;  the  decision  must  be  re- 
viewed each  year;  and  the  recipients  must  be 
notified  of  the  decision  and  reasons  therefor, 
each  year. 

All  of  the  above  exceptions  apply  only  when 
a periodical  is  to  be  sent  to  persons  on  a mailing 
list  set  up  for  some  other  purpose  (such  as  a list 
of  persons  doing  certain  kinds  of  work).  In  in- 
stances where  the  name  of  an  individual  or  or- 
ganization is  on  the  mailing  list  set  up  for  a par- 
ticular periodical,  the  recipient  must  request 
the  periodical  and  renew  such  a request  periodi- 
cally— the  sender  shall  not  make  such  decision 
in  lieu  of  circularization  of  the  mailing  list. 
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